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eMARS Course 601 General Procurement

eMARS General Procurement

1 — Orientation

The General Procurement process involves the activities by which users place orders for goods or
services, record the receipt of those goods or services, and ultimately remit payment for the goods and
services acquired.

eMARS contains several features that provide additional support to users in their general procurement
activities. The eMARS Procurement Workspace consolidates in one place the links to the documents
and inquiries you will need to complete general Procurement functions. eMARS also provides a
Procurement Type field used to identify the Business Process being followed to procure Goods or
Services for a given requirement. Procurement Type controls which documents may be processed,
how Vendors will be evaluated in the Post Award state, and which Authorities may be cited on an
Award Document.

Cited Authorities are only applicable to certain Procurement Types. When completing a document it is
important to select the Procurement Type first as this action will filter the list of Cited Authorities to show
only those that are relevant.

This General Procurement class is designed to provide you with a basic understanding of the
Commonwealth of Kentucky’s procurement process and the eMARS procurement functionality as it
relates to the typical agency procurement user who shops for items on Catalogs and / or creates
Requisitions to send to Agency or Finance buyers.

Learning Objectives
At the conclusion of this session, you will be able to:

e Search Master Agreement Catalogs and initiate a Delivery Order (URCATS)
e Create a Requisition (RQS)

e Process a Stand-alone Small Purchase (PO or PO2)

e Record a Receiver (RC)

e Establish a new Vendor in eMARS (VCC)

e Modify an existing Vendor in eMARS (VCM)

e Evaluate Vendor Performance (PE)

e Track documents and work in progress using Lifecycle Inquiry and Matching Status (LINQ,
MATA)

]
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Document Codes & Listings
The following table displays the Procurement document codes, types, names, purposes and how to

process payments against award documents.

DOC
CODE

PE

DOC
TYPE

ADM

DOC NAME

Performance
Evaluation

PURPOSE AND NOTES

Record Vendor Performance - Evaluators must be set up on the
PEEVALR table by the contract administrator. Based on the Document
ID

RN

ADM

Renewal

Used to extend the Master Agreement effective dates by the next
renewal period. The periods must be established on the MA document.
Created by Copying Forward to a RN document. The RN when
submitted creates a new modification of the MA which must be
submitted through workflow. The Modification won't be generated until a
batch cycle is run during the nightly cycle on the documents indicated
effective date.

™

ADM

Termination

Created by the contract administrator by copying forward from the
award document. When submitted to final, a draft modification is
created immediately for submitting to workflow. Reason for change is
already populated with the reason for termination from the RN
document.

CT

AWARD

Contract - 3 Way
Match

Created only by Centralized Procurement agencies (OPS, KYTC, DECA
and AOC) to be referenced by other user departments. Used for one
time purchases of goods. Must be created with the end user
department's document code in the header so that the dept can create
the payment document. Requires a Receiver (RC) document and an
Invoice (IN) document to be processed. The PRM will be auto-
generated when the 3 way match is detected.

CT2

AWARD

Contract - 2 Way
Match

Created only by Centralized Procurement agencies (OPS, KYTC, DECA
and AOC) to be referenced by other user departments. Used for one
time purchases of services and for those agencies who have received
an exemption from 3 way match requirements. Must be created with the
end user department's document code in the header so that the dept
can create the payment document. Requires an Invoice (IN) document
to be processed. The PRM will be auto-generated when the 2 way
match is detected.

CTTH

AWARD

Contract - 3 Way
Match

Created only by KYTC. Must be created with the end user
Department’s Document Code in the header so that the Department can
create the payment document to be processed. The PRM will be auto-
generated when the way match is detected.

CTT2

AWARD

Contract - 2 Way
Match

Created only by KYTC. Used for one time purchases of services who
have received an exemption from 3 way match requirements. Must be
created with the end user department's document code in the header so
that the dept can create the payment document. Requires an Invoice
(IN) document to be processed. The PRM will be auto-generated when
the 2 way match is detected.

DO

AWARD

Delivery Order - 3
Way Match

Created by the end user department from the URCATS search.
URCATS only results in a DO award which requires 3 way matching. It
references a Master Agreement or MA catalog lines. Payment is made
by processing a Receiver (RC) and Invoice (IN) document. The PRM
will auto generate when the 3 way match is detected.

)
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DOC DOC
CODE TYPE

DO2 AWARD

DOC NAME

Delivery Order - 2
Way Match

PURPOSE AND NOTES
Created by the end user department from the URSRCHMA search.
User must select DO2 as the target document. It references a Master
Agreement or MA catalog lines. Payment is made by processing a
Invoice document the PRM will be auto generated when the 2 way
match is detected.

Created only by Central Procurement Departments. For recurring or
blanket procurement needs. Does not place an order for any goods or
services, but establishes pricing and terms and conditions for future
purchases for a given period. Can be renewed based on defined
renewal periods. Can be individual lines or catalog. Referenced by
users either by URCATS or URSRCHMA. Direct payment can be made
referencing a MA line or catalog by generating a PRC on the

MA AWARD Master Agreement Commodity Group component of the UR Document.
Created only by Decentralized Procurement agencies. Used for one
time purchases of goods. Must be created with the end user
department's document code in the header so that the dept can create
the payment document. Requires a Receiver (RC) document and an
Purchase Order - 3 Invoice (IN) document to be processed. The PRM will be auto-
PO AWARD Way Match generated when the 3 way maich is detected.

PO2 AWARD

Purchase Order - 2
Way Match

Created only by Decentralized Procurement agencies. Used for one
time purchases of services. Must be created with the end user
department's document code in the header so that the dept can create
the payment document. Requires a Invoice (IN) document to be
processed. The PRM will be auto-generated when the 2 way match is
detected.

Created by any Department for all Personal Service
Contracts/Grants/MOA's which require review by the Government
Contract Review Committee. Requires completion of the PON
information. Otherwise is exactly the same as a PO document. NO
MATCHING REQUIRED. Users make payment by copying forward from

PON2 AWARD Purchase Order the award to a PRC.
Created by the buyer to consolidate all Solicitation Responses, enter
scoring, award justification. The resultant award is generated from
within the EV document.
EV EV Evaluation Document
Used when using a team for evaluations. EVT documents are loaded
EVT EV Evaluator into the EV document for use in evaluations.
The electronic representation of the vendors invoice in the system. This
is not a payment document. It is the vendors billing. User is to enter the
invoice date, as shown on the paper invoice, and calculate the payment
IN IN Invoice date, based on the vendor terms.
A Recurring invoice established to generate a matching PRM for
recurring monthly payments such as leases, copiers, and other
RIN IN Invoice consistent bills.
Documentation that the goods were received. Required of all 3-way
RC RC Receiver match awards.
The PRC payment document may be created by the end user as a
standalone document or reference awards or master agreements with
PRC PRC Payment Request external vendors.
=
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DOC DOC
CODE TYPE DOC NAME PURPOSE AND NOTES
Internal Payment The PRCI payment document is created by the end user and must
PRCI PRCI Request reference an award or master agreement with an internal vendor.
The PRM payment document is system generated through the two-way
PRM PRM Payment Request or three-way matching process for payment to external vendors.
The PRMI payment document is system generated through the two-way
Internal Payment or three way matching process for payment to internal vendors. No
PRMI PRMI Request check or EFT is created. Money is transferred between agencies.
Usually created from scratch to request goods or services. Used by all
departments.
RQS RQ Standard Requisition
Created from URCATS, and will result in a DO or RQS dependent on
whether an item is available on contract or not.
UR RQ Universal Requestor
Used for a subsequent round of responses to an RFP, limited only to
those finalists from preliminary round.
BAFO SO Best and Final Offer
Can only be issued by OPS, DECA, KYTC and AOC.
RFB SO Request for Bids
Does not result in award, just seeking information on possible solutions,
Request for market conditions, etc.
RFI SO Information
Used by any department for all Personal Service Contracts, or by
Central Procurement agencies for complex procurements.
RFP SO Request for Proposals
Issued by any department for solicitation of goods or services within the
small purchase delegation for the department.
RFQ SO Request for Quotes
Used to record the vendor's response to a solicitation.
SR SO Solicitation Response
Same as the SR, but generated through the Solicitation Response
Wizard.
SRW SO Solicitation Response
Creates a Vendor record. Processed for approval by Statewide
Vendor/Customer Accounting Services
VCC VC Creation
Modifies a Vendor record. Processed for approval by Statewide
Vendor/Customer Accounting Services
VCM VC Modification
Establishes a schedule resulting in regularly produced orders for goods
or services. Likely uses include regular stocking of items such as lab
Recurring Payment tests, which are required to always be fresh.
RPO Order
=
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2 — Commonwealth of Kentucky Procurement Process

Procurement Lifecycle
The Commonwealth’s procurement lifecycle consists of the following six major phases:

e Requisition — a request for goods or services is created

e Solicitation — requirements for goods or services are advertised and vendors are requested to
submit information, quotes, bids or proposals

e Solicitation Response — vendor responses to solicitations are received and recorded
e Evaluation — vendor responses to a solicitation are evaluated for award

e Award — formal agreements are established with a vendor to either purchase goods or services
or set prices for future purchases

e Post Award — the activities that take place during the remainder of a vendor contract after
award

It is not required that every procurement go through all of the above procurement phases or to proceed
through these phases in sequence. The only two required phases are Award and Post Award.

General Procurement users will typically perform activities associated with the Requisition and Post
Award phases.

]
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Kentucky’s Departments generally follow the processes detailed in the following diagram:
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Requisition

In the Requisition phase, a user creates a request for the desired goods or services. For procurements
that exceed an agency’s delegated Authority, a user must prepare a Requisition document in eMARS to
describe the requirement, receive departmental approval, and submit to the Office of Procurement
Services (OPS) / Division of Engineering and Contract Administration (DECA) for subsequent
processing.

NOTE: The Commonwealth will only use the Standard Requisition (RQS) document code.
Depending on the Procurement Type, the RQS may be optional

Solicitation

The Solicitation phase encompasses the documents and events used to advertise a requirement and
request Vendors to submit information, quotes, bids, or proposals. The Solicitation phase has only one
document type, Solicitation (SO). eMARS uses the following six distinct document codes:

Request for Information (RFI)
Request for Proposal (RFP)
Request for Bid (RFB)
Request for Quote (RFQ)
Best and Final Offer (BAFO)
Reverse Auction (RA)

These documents and their use in the Competitive Sealed Bidding process are covered in detail in the
Advanced Procurement course.

e RFI (Request for Information) — Used to gather information when a conceptual need has been
identified, but the detailed requirements needed to achieve the goal still need to be defined.

e RFP (Request for Proposal) — Used to advertise procurements that may not have exact
parameters. Used by Agencies to bid Personal Service Contract. May or may not be commodity
driven.

e RFQ (Request for Quote) — Used for informal solicitations for goods or services.

e RFB (Request for Bid) — Used for procurements where the Commodities for goods or services
are delineated (for Central use only).

e BAFO (Best and Final Offer) — Used in the second round of an RFP. Selected respondents are
provided the opportunity to supplement their original response to reflect their best and final offer
for the Solicitation.

¢ RA (Reverse Auction) — Used for solicitations to auction off goods to the lowest bidder.
Depending on the Procurement Type, the Solicitation phase may be optional.

The Solicitation documents do not have any Event Types tied to them, as they do not perform any
accounting updates upon submission.

The Solicitation documents are discussed in detail in the Advanced Procurement course.

]
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Solicitation Response

Vendors respond to Solicitations issued by the Commonwealth and their responses are recorded in
eMARS. The Solicitation Response phase encompasses the documents and events used to record a
Vendor’s response to a Solicitation.

Solicitation Response is divided into two main areas:
e Vendor Functionality — operates as a separate application, Vendor Self Service (VSS)
integrated with eMARS. This will be covered later in the session.

e Buyer Functionality — the Buyer, or tech, enters responses in eMARS for Vendors not
submitted in Vendor Self Service (VSS).

NOTE: The Solicitation documents and processes will be covered in detail in the Advanced
Procurement course.

There is only one Solicitation Response document type, Solicitation Response (SR), and two
Solicitation Response document codes:

e Solicitation Response (SR)
e Solicitation Response Wizard (SRW)

Depending on the Procurement Type, the Solicitation Response phase may be optional.

Evaluation

The Evaluation phase encompasses the documents and events used to evaluate a Vendor’s response
to a Solicitation. Once all bids have been received and a solicitation closing date has passed, the
procurement moves into the Evaluation phase where responses are inspected, analyzed, and ranked
against all other responses by designated evaluators.

There is only one Evaluation document type, Evaluation (EV). The Evaluation document type has two
distinct document codes:

e Evaluation (EV)
e Evaluator (EVT)

The Evaluation documents and processes will be covered in detail in the Advanced Procurement
course.

Award

Awards range from contracts for consulting services to master agreements for office supplies. The
Award phase is the ONLY mandatory phase in the Procurement Process.

The Award phase encompasses the documents and events used to establish a formal agreement with
a Vendor, either to purchase defined goods or services or to set prices for future purchases.

The following eMARS documents may be used in the Award phase:

e Purchase Order (PO)

e Contract (CT)

e Master Agreement (MA)
e Delivery Order (DO)

]
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Post Award

The Post Award phase begins immediately after an Award has been made to a Vendor and
encompasses the documents and events that take place during the remainder of the life of the contract.

Post Award encompasses three main areas:

e Matching (receipt of goods and payment)
e Vendor Performance
e Contract Administration

The following eMARS documents may be used in the Post Award State:

Receiver (RC)

Invoice (IN) — discussed in Accounts Payable class

Payment Request (PRC)

Vendor Performance Evaluation (PE)

Termination (TM) — discussed in Advanced Procurement class
Renewal (RN) — discussed in Advanced Procurement class

The Post Award phase is also used as the central repository for all documentation associated with the
Contract Management of Procurement (e.g. Bid Deposits, Insurance Certificates, Warranties, Bonds,
Retainage, Liquidated Damages, etc.).

Procurement Folder

The procurement folder is the central repository for documents and documentation related to a single
procurement. eMARS compiles all activities, documents, and related correspondence for a
procurement into a virtual Procurement Folder that ties multiple procurement documents and
documentation items together. The Procurement Folder provides a single point for tracking, assigning,
and reporting during the procurement life cycle. Each procurement document will belong to a specific
Procurement Folder.

Each folder has a unique identification number generated by eMARS which allows users to identify the
procurement documents and documentation items that apply to a particular purchase. Each folder also
has a Procurement Title to easily identify the Procurement Folder. The Procurement Title is displayed
on various procurement related pages to aid in identifying the proper folder for a specific procurement.

Procurement Types

Procurement Types are used to classify and group similar purchases. Procurement Type is used to
identify the Business Process being followed to procure Goods or Services for a given requirement.
Procurement Type controls which documents may be processed, how Vendors will be evaluated in the
Post Award state, and which Authorities may be cited on an Award Document.

For each Procurement Type, business rules for processing are assigned that include the following:

e Manager

e Complexity (e.g. Easy, Moderate, Difficult)

¢ Required phases (e.g. Requisition, Award, etc.)

e Acceptable Documents (e.g. RQS, PO, RC, IN, etc.)

]
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A Performance Evaluation Template is assigned to each Procurement Type. This template determines
the evaluation criteria to use when creating a Performance Evaluation (PE) document.

Certain Cited Authorities are only applicable to certain Procurement Types. When completing an award
document it is important to select the Procurement Type first as this action will filter the list of Cited
Authorities to show only those that are relevant.

Cited Authorities

In order for a purchase to be legally processed, the Commonwealth of Kentucky requires a Cited
Authority to be associated with each award and each payment document. This Cited Authority contains
statutory, regulatory or policy citations for a purchase. This information is required when creating
award and payment documents.

Proper completion of the Cited Authority field is required for the Commonwealth of Kentucky to comply
with an agency’s pre-audit delegation agreement resulting from FAP 120-13-00 (Decentralization of the
Pre-Audit Function).

Cited Authority represents the statutory, regulatory or policy citation — for example, “FAP 111-55-00".

Cited Authority is required on Award Documents and Payment Requests where there is no reference or
only a memo reference to an award. Cited Authority is not required on Requisition or Solicitation
documents.

The validation of the Cited Authority’s minimum and maximum amount will occur at the document
header level — the document amount and NOT the line amounts. The determination of which Cited
Authorities are available to be selected is based on business rules set-up in eMARS.

NOTE: The combination of Document Department, Document Code, Procurement Type and Dollar
Value determine if a Cited Authority is applicable to the award document you are attempting to
process.

]
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3 —eMARS Procurement Document Sections

eMARS Procurement documents have a Header section and up to eight Detail Sections. The following
paragraphs provide an overview of what each section is used for and the types of information that will
be entered.

Header - The Header section lists general information associated with the entire document.
Vendor - The Vendor section provides Vendor information pertaining to:

e Vendor associated with a Solicitation Response (Solicitation and Evaluation phase documents)
e Vendor awarded a contract (Awards phase)

Vendors are selected from a pick list that is populated by the Vendor/Customer (VCUST) table.

Sub-Vendors — The Sub-Vendors section lists Sub-Vendors associated with the procurement. Note
that Commodity lines are not linked to the Sub-Vendors. Sub-Vendors will be covered in detail in the
Personal Services Contract course.

Commodity — The Commodity section lists all commodities (goods or services) associated with the
document. The Commonwealth will use a 5 digit Commodity Code to simplify the accurate selection of
the classification.

Accounting Distribution — The Accounting Distribution section lists the fund distribution across
multiple line items. This information allows for the distribution of Commodity costs across multiple
Accounting lines based on percentages. (Optional)

Terms and Conditions — The Terms and Conditions section lists the Terms and Conditions
associated with the document. The Terms and Conditions (TRMC) table is used to establish "pre-
established" Terms and Conditions for selection on this detail section. Terms and Conditions defined
on the TRMC table can include attachments that will be included in this detail section of the document.
In eMARS, users will be able to attach MS-Word documents in . XML format to the Terms and
Conditions. Users must have Word2003 in order to attach modified documents to the Terms and
Conditions component of the document. When attaching . XML documents users must select the Free
Form template from the Terms and Conditions pick list.

Accounting — The Accounting section lists the accounting funds for each Commaodity line.
Posting — The Posting Section lists the posting information for each Accounting line.

NOTE: As a general rule, for most procurement documents the components that you will navigate to are:
Header

Vendor (This is optional on RQ and SO document types)

Commodity

Accounting Distribution — While not required, this is a shortcut to populating funding information when all
commodity lines contain identical funding or mostly the same funding elements

Terms and Conditions — On Solicitation and Award Documents

Accounting

]
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4 — Universal Requestor Process

The Universal Requestor Catalog Search inquiry (URCATS) is the starting point for decentralized
Procurement activity. Users will search the Commonwealth’s database of Catalog Items and Master
Agreement Lines to locate their desired items.

If the item or service meets the following requirements, the user will select the appropriate commodity
code and initiate a Universal Requestor document for that commodity:

1. Not available on a Master Agreement. (The system will generate a Purchase Order (PO)
document from the Universal Requestor (UR) document if the estimated cost is below a
departments delegated small purchase authority).

2. The estimated cost exceeds a Department Delegated small purchase authority. (The system will
generate a Requisition (RQS) document from the Universal Requestor (UR) document).

If the item is available on a Master Agreement, users will add the items to the Commodity Comparison
Sheet where they can update the quantity, Accounting Template, and Shipping Location code.

From the Commodity Comparison Sheet, users will select items to be added to the Universal Requestor
document. On the Universal Requestor, users will add a document description and any notes or
attachments and then submit the document.

Possible documents that can be created from a UR are RQS, DO, PRC. Conditions that cause the
specific document to be created are as follows:

e The Delivery Order is the default document that is created when a UR is submitted. The
Delivery Order requires a Receiver (RC) document and an Invoice (IN) to create payment.

e A PRC document will be created when the Create Payment box is flagged in the Commaodity
Group section of the UR document. The PRC document will allow you to create a direct
payment and requires no other documents to create payment.

e An RQS or a requisition document will be created when an item is selected in the catalog
search that is not on a purchase contract and the amount of the request is in excess of the
Department Delegated Small Purchase Authority.

e A Purchase Order (PO) will be created with an item(s) are selected in the catalog search that is
not on contract and the amount of the Request is below the Department Delegated Small
Purchase Authority.

]
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URCATS

Access the Procurement Workspace
Click on the Search for Items or Awards>>UR Catalog Search (URCATS) link.
The Universal Requestor Catalog Search page will open.

| Frocurement ~

Save Restart Save &I C -
Universal Requestor Catalog Search

Search for tems or Awards Meny
~" UR Cataloy Search (URCE Bromse Clear &b
f& Search (URSRCHMA

Create Stand Alone Docui CwGeneral
Enter Bid Responses
Receive Goods
b Lo L Included Sources | Master Agreements [ Inventory [~ Commodity Codes [
Create Stand Alone Pa 5
Workload Management of Supply: WA Catalog ltems W Purchase History [
Quick Links

Vendor Maintenance

Search For |

r PAdvanced

r bCreate Request 4

Supplier Part Number | Vendor Name | Alias/DBA | CL De=cription | Commeodity Code | Unit | Unit Price | Source

First Prev Mest
Start Hew Request Add To Current Request Wiew Current Request Catalog Line Details

Deselect all Sources of Supply except the MA Catalog Items check-box. This means that the inquiry
will only search for Catalog ltems.

Type in your search terms into the “Search For” field and click Browse . This search fields supports
special characters and reserve words for advanced searching. The following table shows how reserve
words work:

When searching for an item that exists on a large Master Agreement Catalog it is helpful to have an
electronic copy of that catalog to use as a resource. Once a copy of the catalog has been downloaded
users will be able reference this spreadsheet to locate the supplier part number and extended
description included on the Master Agreement.

The following are steps to download a copy of a Master Agreement Catalog:

. Open the desired Master Agreement within eMARS.

. Navigate to the Commodity Line component.

. Click the Action Menu.

. Select the Attachments page.

. Locate the most current version of the catalog, and highlight it.
. Click Download.

. Save the Excel spreadsheet to your Desktop.

NOOar~rWN =

Once the copy has been saved to your desktop, it may be referenced when making payments or
processing Delivery Orders against the Master Agreement. The spreadsheet may be sorted based on

]
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the Supplier Part Number, Unit Price, Item Description, etc. Once you have located the item(s), the
Supplier Part Number, Unit Price, Item Description, etc. may then be entered into the URCATS search

criteria.

Reserved Word Examples

Search Result

AND computer and mouse

Returns catalog records with both
terms. Relevancy is increased
based on the number of times both
words occur.

OR laptop or notebook

Returns catalog records with either
laptop or notebook in any of the
fields.

NOT “...=...” Notebook NOT MA12344

Excludes records that contain the
specified key word. In this example
it would return records with the word
notebook which does not have MA-
12344 in any of the fields.

The percent character “...%...” may also be used as a wildcard to replace individual characters. For
instance the search query “b00%” would return results for both “book” and “boot”. Or any word that

starts with “boo” like “booster”.

NOTE: The standard eMARS wildcard character of “...*...
use the “...%...” instead. This is the exception to the rule.

” does not work on this inquiry. Please

on %10052318% to locate your Contract.

NOTE: The “...-...” indicates the same meaning as writing NOT. When searching for a converted
contract number, do not use the “...-...” . For instance, C-10052318. Remove the “...-...” and search

Review the results of the Catalog search. eMARS will produce a set of results that are sorted based on
relevancy (that is, based on how closely the item matches the search criteria entered), and then within
relevancy, results are sorted first by Vendor Preference (ascending order) and then Source (Catalog
Lines, Master Agreement Lines, Inventory, Purchase History, and Commodity Codes).

(]
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Universal Requestor Catalog Search

Menu

Browese Clear i.}

wHeneral

Search For: |W,£‘«FFLE

Included Sources  Master Agreements [ Inventory [ Commodity Codes [
of Supply: WA Catalog ltems W Purchase Histary [
r PAdvanced
r kCreate Request
Supplier ! " - Commodity .
Part Hurnber Vendor Name Alias/DBA  CL Description Code Unit Source
[ 101473 SYSCO Food Services of Louisvile szEFT_iNCAKE 39382 CASE  F16.00 MA 753 0600000005

101365 SYSCO Food Services of Lovisville WisFFLE BELGIAN 33536 CAZE  $17.06 KA TS5 06000000035

[ 1omsmo SYEC0 Food Services of Louisville ngFé_\Ef E%UARE 35556 CASE 1300 kA TSS 0600000005

Start Mew Regquest]Add To Current Request MWiew Current Regquest] Catalog Line Details

Select the items you wish to order by placing a check next to the desired line.

Click Catalog Line Details to see additional information about the item. (i.e. Price, Dates, Description)

Once the items have been selected and the items have been reviewed click the Start New Request
link from the URCATS search page.
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Catalog Line Details

Menu Back
sk Picture:
- ®General Information
Agreement Mumber: MA-TA3-060000000%5 List Price : §12.41
Commodity Code ; 39332 Discount Percentage ; 0.0000
Commadity Mame | Tamales, Fresh Dizcounted Unit Price ; $12.41
Supplier Pat Mumber: 101479 Init: CASE
ltern Description ;: SYRUP PARNCAKE &WAFFLE Discount Effective From Date : 04/06/2006
Mt Part Mumber: Discount Effective To Date : 062002009
manufacturer Delivery Days . 3

r wExtended Description

Extended Description

Compare prices and add quantity that you wish to order. Select the items that you wish to request by
placing a check mark in the Request Boxes.

Click Save and then click Create Request. This will open the Universal Requestor document.

Catalog Comparison Sheet

Menu Quick Search

Supplier
Part i L Description i Vendor Name
Humber
SYRUP
W |1D,DDDDD 101479 38382 PANCAKE & Syrups and Molasses (Except Fourtain) CASE $12.41 SYSCO Food Services of Louisvile
YWAFFLE
WAFFLE ) .
v W |1DD,DDDDD 101568 38556 BELGIAN Pancakes and Waffles CASE $17.06 SYSCO Food Services of Louisville

Lelete Sawe First Prev Hext Last

Delete Inzert Copy Paste Search

Shipping Location ; |—

Accounting Template |—
Cielivery Date |

Requesting Unit: li

Ship Whole Indicatar: [~

Warehouse

Create Request Add ttem to Request Add Wendor Quotes

S
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NOTE: Once you have closed out of the Catalog Comparison Sheet, you can not go back and modify or add
items.

(]
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The UR document opens to the Header section.

Ship/Bill Te Lines

wGeneral Information

Document Deq

Action Manw

Billing Lacation :
. Total of Header Attachrments : 0
Total of All Attachments ; 0
Generated Documents Successfully Processed ; n
Actual Armount : §1,830.10

r BContact

~wExtended Description

Extended Description :

r BAdditional Information

r kDocument Information 4

Top

Complete the required fields in the General Information and Contact sections:

The Document Description is required and does print-out. The description is also searchable
form various inquiries like the Procurement Document Inquiry (PRCUDOC).

NOTE: Please avoid using any special characters when completing the Document Description
(i.e.

$, & %...)

Complete the Shipping and Billing Location Information:

The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. To select a Shipping Location click on the arrow button next to the
Shipping Location field to access the Shipping Location Pick List. If you already know the
Shipping Location code you may record it directly in this field without accessing the Pick List.
The Shipping Location code, however, must be valid on the Procurement Location reference
table.

The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed. To select a Billing Location click on the arrow _button next to the

S
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Billing Location field to access the Billing Location Pick List. If you already know the Billing
Location code you may record it directly in this field without accessing the Pick List. The Billing
Location code, however, must be valid on the Procurement Location reference table.

The Delivery Date will infer with the information identified on the Contract.

Complete the Purchase Order Contact section:

e The Issuer ID field will default to your information. If you are completing the document on
someone else’s behalf then pick their record from the Pick List by clicking on the arrow button
next to the Issuer ID field.

Complete the Requestor ID field, this is used to identify for whom the goods or Services are being
requested, i.e. who will actually be using the items or services detailed on this Requisition. Pick their
record from the Requestor Pick List by clicking on the arrow button next to the Requestor ID field.
Save the document to have the remaining fields populate.

Add additional descriptive information to the Extended Description field (Optional).
There is a total of 1,500 characters available (including spaces).

wExtended Description

Extended Description :

Inspect the Commodity Group section. This is mostly an informational component or section of the
document with one exception; it lists the groups of commodity lines on the UR. If the Commaodity Group
is associated with a Master Agreement, then by default a DO is created; however, you can create a
Payment Request instead by selecting the Create Payment check box.

The Universal Requestor may have two different types of Commodity Groups: Groups that
reference Master Agreement lines and Groups that reference Commodity Codes.

Master Agreement Groups: A single Commodity Group will be created for each Master Agreement
being referenced. A single Delivery Order (DO) will be created when the Universal Requestor is
submitted for each Commodity Group that references a Master Agreement.

The only action that can be taken in this section is to create a Payment by selecting the Create
Payment check box. A Payment Request will be created when the UR is submitted instead of a
Delivery Order.

(]
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Commodity Code Groups: When generating a RQS from the URCATS, a single Commodity Group
will be created for all Commodity codes listed on the UR that are in the same Commodity class. Each
group will result in a separate RQS document.

Actian Many

Line Description Group Total
14 + |1 Requests for purchase from agreement: M& 755 0600000005 I $1,53010

First Prew Go To Mext Last

Feguesting Unit

Description Delivery Date :

Ship Whale Indicatar

Count:
niversal Regquestor Group :
Group Total : §1,830.10

Wigrehouse :

Create Payment :

h-JI

EI':'Il

VWarehouse Description :

Shipping Location :

r Edit T Print TE‘ap}'Fum'ardT Cloze ]

Menu

Review the Required Commodity line item information. The Commodity Panel displays all Commodity
lines that are listed on the Universal Requestor. For Commodity lines that originate from the catalog
there will be very little information to add to the Universal Requestor. However, for Commodity Code
lines you will need to complete the following information:

e The CL Description field should be used to record a brief description of the good or service
being requested. This field does print-out on all documents and is used on subsequent
Procurement Documents. This field is displayed in the grid area of the Commodity section in
order to help you identify which line you would like to inspect or modify.

e The Commodity field is used to store the NIGP Commodity Code that most closely matches the
item or service being purchased. This field is used primarily for classification purposes. This
field will be populated based on the value from the Catalog or the Commodity Code value
selected from URCATS.

S
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UR. - 758- 0800000001- 1- New- Final

Line Number CL Description Quantity | Commodity

& - 1 SYRUP PAMCAKE &WiAFFLE  10.00000 39332

First Frew Go To Mext Last
Commadity Group : 1 >

Ship/Bill From Header

rwGeneral Information

Lock Catalog List Price :
CL Descriptian ; g

Commodity - _ Legal Marme : SYSC0 Food Services of Louisville
Stock Itern Suffix _ Alias Mame

upplier Part Nurnber : TG &

Yendor Customer Caode

Commodity Specs

Line Type : -
cuantiy - [{EERGOON Description
Lnit Price : _ Hurmber of Attachments

Itetn Total Amount - 12410

Dizcounted Unit Price ; Extended Description

List Price :

Shipping Location : Lock Order Specs .

-wsenice Contract

Serice From :|

Sermvice Ta :|

Contract Armount ; |$EI.EIEI

[Conkract Arnount |

NOTE: The UR document does not require approval once submitted. UR documents can not be
modified or deleted.

NOTE: Accounting information should not be included on the UR document. Instead it should be
added to subsequent documents. Placing accounting information on the UR Document creates
unnecessary errors.

Validate and Submit the UR to final.
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Inspect the Created Documents panel. Once the UR has been submitted the Created Documents
panel will be populated with the documents that were spawned from the UR. There will be an entry on
this panel for each Commodity line on the UR. The Document ID is a link that will open the document
that was created for the line. Documents that are spawned from the UR will be created in Draft mode.
Possible documents that can be created from a UR are RQS, DO, PRC. Conditions that cause the
specific document to be created are as follows:

The Delivery Order is the default document that is created when a UR is submitted. The
Delivery Order requires a Receiver (RC) document and an Invoice (IN) to create payment.

A PRC document will be created when the Create Payment box is flagged in the Commaodity
Group section of the UR document. The PRC document will allow you to create a direct
payment and requires no other documents to create payment.

An RQS or a requisition document will be created when an item is selected in the catalog
search that is not on a purchase contract and the amount of the request is in excess of the
Department Delegated Small Purchase Authority.

A Purchase Order (PO) will be created with an item(s) are selected in the catalog search that is
not on contract and the amount of the Request is below the Department Delegated Small
Purchase Authority.

Fraocurement ~ @ View All (1 of 1) : Document submitted successfully

UR - 758- 0800000001- 1- New- Final

Step 2 Accounting Distribution
Step 3 Commodity Group
Step 4: Commacity

Document 1D Phase | Document Status | Procurement Folder | Deleted

DO 55 0500000001 Qraft Held

Step 90 Accounting

Document Commemnts
Document History

Document Reference [
Future Triggering

Step B: Comparizon

~ Step 7: Created Documents

First Prew Go To Mext Last

et J  print | Copyfoward | Ciose ]

henu

To access your Created Document, click on the Hyper-link Document ID number. This will open your
desired document so that it can be processed.
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Delivery Order (DO)

When the Universal Requestor (UR) document is submitted to final, for lines that Reference a Master
Agreement, a Delivery Order (DO) will be generated populated with the information from the UR. The
Delivery Order will be largely complete and will not need much information added in order for it to
submit successfully. The Delivery Order is the legal agreement with the Vendor and encumbers the
funds required to pay for the order provided the proper event type is selected.

Delivery Orders will be created with a status of Draft and Held. This will allow you to make any minor
changes you might require to the document and subsequently submit the document for approval. For
instance, the document description will default from the UR document but might not be appropriate for a
legal document.

Commodity Information will hot be modifiable as it will default from the Master Agreement or
Catalogq and should not be changed.

Frocurement -~

DO - 758- 0800000001- 1- New- Draft

| Actfar Merw I
~ Header Shig/Bill Te Lines
Load Aceounting Profile

Aszemble Document Wiew Assembly Reguest
Header

Fh
rwGeneral Information
A ccourting Distribution Record Date : _ | i .
Special Instructions Budget FY - _ Accounting Profile: -
Commodity HOgeLEY Procurement Folder:
A coouriting . . . i
Fostin Fiscal Year: _ Frocurement Type © Delivery Order
Eupparting Documerts o - Frocurerent Type 1D _
Document Comments Period -
Document History Cited Authority : [FRERITISEIOEC I
Document Description
Document Reference P Competitive Sealed Bidding-Boods
Future Triggering
Actual Amount: §1,830.10 Caonfirmation Order : n
Closed Amount: §0.00 Diefault Farm - _
Closed Data :
Open Amount : $1,830.10 Last Print Date : _
Total of Header Attachments : 0
Total of All Attachments 0

r PReference -
r BContact

 BModification -

S
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Please refer to the following when creating a Delivery Order

A majority of the information recorded on the Delivery Order (DO) will infer from the State Price
Contract and the UR document that was previously created. You will need to inspect the following
sections of the DO document to insure that the information is correct. The DO will be generated in Held
mode. Users will need to click the Edit tab before any changes can be made to the document.

Inspect the Header section. The Header will contain the information that was entered into the Header
of the UR document, such as the Document Description, the Contact Information and the Shipping and
Billing locations. This information can be modified if the previously entered information has changed or

is incorrect.

D0 - 758- 0800000001- '1- New- Draft

Ship/Bill To Lines

Load Accounting Profile

Azzemble Document Yiew Assembly Request
Header

sk

Actian Manu

—wGeneral Infformation

Dacument Mame

Recard Date :

Budoet FY :

Fizcal Year:

Period

Document Description ;

Actual Amount - §1,83010
Closed Amount : $0.00
Closed Date :
Qpen Amount : §1,83010

Accaunting Profile : -

Procurerment Folder
Frocurerment Type : Delivery Order

Procurerment Type 1D _

Zonfirmation Order'n

Total of Header Attachments : 0
Total of Al Attachiments 0

Last Print Date

Gited Authority . |FEERISaE OGN b

Competitive Sealed Bidding-Goods

|| Edi i Pt | vaidae [ submit |

Ciase ]

)
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Inspect the Vendor Section. The Vendor from the Master Agreement will default to this record. The
vendor may not be changed on a Delivery Order. When the document is validated the Vendor from the
Master Agreement will always be re-inferred. The Vendor Customer Code can not be changed on the
Delivery Order. If a different address is needed you may change the Address Code to the appropriate
address as long as it is a valid address on the Vendor’s record.

DO - 758- 0800000001- 1- New- Draft

Actian Meni
Ship/Bill To Lines
Copy Line Select Ling First Frev Go To Mext Last
whk
- fenior

SYSC0 Food Services of Louisville Yendor Contact Marme

Address Code _ Yendor Contact Phone

77058 Mational Turnpike
Wendar Contact Phone Ext.

Louigville
Ky Yendor Contact Email

40214

s
Web Address hitpar

Wendar Preference Level _

Secondary Reason

modified

r kDiscount -

Tap

[ e J pie J vaisate [ Submt [ Close |

Menu Assemble Request Activity

Inspect the Commodity Section of the Delivery Order. For items ordered in the Catalog none of the
descriptive information may be modified (e.g. CL Description, Unit of Measure, Commodity Code, etc).

e The List Price field may only be modified for Catalog lines if the Lock Catalog List Price
on the Master Agreement is set to false. This functionality is used to address cases where
prices of items listed in the Catalog fluctuate. Once the List Price has been modified click
on the Recalculate Accounting Line Amount link to automatically update the line amount
for each referenced Accounting line.
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DO - 758- 0800000001- 1- New- Draft

Ship/Bill To Lines

CL Description Line Amount  Modified
ot - 1 SYRUP PAMCAKE & WAFFLE 12410 falze
Ea

Insert Mew Line Insert Copied Line

Action Meny

First Frew Go To Mext Last
Wendor 1: WCOOOD100034 >

Ship/Bill From Header

~wGeneral Information

Warehouse

Commodity

Stock lterm Suffix

Guantity

ZL Description

Supplier Fart Mumber ;

fors — H
Line Type : -
[casE B

Init

Unit Price

Contract Amount

D
BoEz B
[

Syrups and Molasses (Except Fountain)

Dizcounted Linit Price
List Price :

Fixed Azset:

Lock Qrder Speis

Lock Catalog List Price

Wendar Preference Laval @

Commodity Specs

Extended Description ;

Mon-Reserved Funding Open Amount Total
[termn Sub Total
Tax Amount
Line Armount
Total Accty Amt

£

Uil
[
@

F0.00
§124.10
§0.00

§124.10
£0.00

Complete the Accounting Section

The Accounting Section Panel will need to be manually completed if a template or profile is incomplete
or has not been used. The Panel displays all Accounting lines referencing the parent Commodity line.
Each Commodity line will require an Accounting line.

Complete the required fields for the Accounting General Information section:

)
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Ship/Bill Ta Lines
Line Line Amount | Line Cloged Amount | Line Open Amount | Modified

&% v 1 $124 .10 $0.00 false

Insert Mews Line Insert Copied Line First Prev o To Mext I
Commuodity 1: 39332

&k

wieneral Information

Event Type : |PROS Budget FY
Accounting Ternplate : |CEFO01 Fizzal ¥ear:

Line Description | Feriod :

Line Amaunt : {$124.10 Freight % : |0.0000
Resered Funding : | Ma v Modified : |fa|se
Line Closed Amount : $0.00 Mumber of Attachments : 0

Line Closed Date :
Line Cpen Amount

The Event Type is used to determine what posting codes will be used while bringing in specific rules
fro data entry concerning referenced transactions, customer codes, vendor codes and all defined chart
of account elements in the system. The DO document uses the following Event Types:

Encumbering Event Types:
e PRO05- Order from External Vendor (default)
e PRO06- Order from Internal vendor

Non-Encumbering Event Types:
e PRO07- Non-Accounting Order

Select the Accounting Template by selecting the pick list nest to the field. Accounting Templates are
used to populate the Fund and Detail Accounting elements in the document. Elements of the
Accounting Template are inferred after the document is validated. Any values entered by the end user
either before or after the template has been inferred will override any values from the template.

Indicate the Sub Total Line Amount. This is the amount that is allocated to this Accounting Line. The
sum of all Accounting Lines must equal the referenced Commodity Line.

View the Fund and Detail Accounting elements. These elements will be inferred if an Accounting
Template is used or may be added by the user.

Select the appropriate Object Code or “E” Codes for accurate representation of
expenditures. Use the Expenditure Object Classification report within the Statewide
Reports/Chart of Accounts folder or the spreadsheet posted at
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http://finance.ky.gov/internal/eMARS/Chart+of Accounts.htm to aid in your selection of
proper Object Codes. Contact your agency’s Fiscal Officer to determine specific codes when
necessary.

whund Accounting

Fund:[o100 Object:[E138 opsa:[
subFund:| subObject:|  swwoBsa:|
Department: [670 Revenue:|  Deptomject:|
IInit W Sub Revenue Ii Dept Revenue : Ii
subunit:[ psa:|
Appr Unit: | subBsa:|
whetail Accounting
Lacation : Ii Reparting : | Major Frogram : Ii
Suh Location : Ii Suh Reporing : Ii FProgram : |
Artivity Ii Task: Ii FPhase : Ii
Sub Activity Ii Suh Task: Ii Frogram Period : Ii
Function : |CEEEIEI Task Order Ii

W

Suh Function

Once you have entered all of your information and saved your document, you will need to complete the
following steps to Assemble your document.

To Assemble:

1. From the Header Section click on Assemble Document.

2. Click Submit Assemble Request.

3. Click on Refresh, You should see the status as Successful (You may have to click refresh a few
times before the assembly job finishes and you see a Successful Status).

4. Click Back to return to the document.

To Print the Assembled Form:

Return to Header

From the Action Menu, select Attachments.

Click Download.

While the PDF document is open use the File Menu Options to either print or email the
document.

OO~
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Once you have completed the DO, Validate the document to check for errors and Submit the
document to initiate workflow for approval.
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Logging In to eMARS

You will use a Student ID to access the training database during class. These IDs are only set up for
the training environment. You should already have access to eMARS prior to taking this class. If not,
please contact your Security Lead who will assign you a user ID and password to eMARS.

From the Login page, enter the following information:

Required Fields Values

User Name Enter your Student ID
NOTE: User Names are case sensitive.

Password Enter your Password and click Login.
NOTE: Passwords are case sensitive.

ADVANTAGE

User Name : Iacam\c
Password : I

Copyright @ 1999, 2004,
] t Systems,

All rights reserved

Use of this sofhuare is subjest to
AMS license agreement

AMS ADVANTASES is a
registerad trademank ot
M

t Systems,

Add AMS ADWANTAGE to vour Favarites

ADVANTAGE Personalize  Help  Accessibility  Logout

» Message Center
» Search

» History

» Favorites

» Administration

The Home Page appears.
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Exercise 1 — Initiate a Universal Requestor (UR) Document to Create a
Delivery Order (DO)

Scenario
You need to complete a breakfast food order for the departmental cafeteria.
e You will search URCATS for the items that you need

e Add them to the Catalog Comparison Sheet as you find them.

Task Overview

You will access the URCATS inquiry to search for the breakfast food items. As you find them, you will
add them to the Catalog Comparison Sheet. On the Catalog Comparison Sheet you will record how
many of each item you need, an accounting template, the shipping location. From the Catalog
Comparison Sheet you will initiate the UR document.

On the UR document you will complete the required information and then electronically attach the
specifications, validate for errors, and submit your UR to Final. eMARS will generate the appropriate
Delivery Order transaction. If an Order/Encumbrance is not required, a Payment Request document
can be generated in its place.

Procedures
1. Access the Procurement Workspace.

ADVANT‘AGE : : - : . Personalize Help Accessibility Logout

Procurement — Ac

» Message Center
+ Search

+ History

» Favorites

» Administration

2. Click Search for ltems or Awards and select UR Catalog Search (URCATS). The Universal
Requestor Catalog Search page opens.
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Frocurement
Save Ml CI

Enter Bid Responses
Receive Goods

Enter Wendor Invoice
Create Stand Alone Pa
Workload Management
Quick Links

osoft Internet Explorer

Pre ent  Bud

=10l x|
Home Personalize Help Accessibility Logout

untine

Histony anly to wiew past purchases of a given item.

Menu

w Search for kems or Awards

To locate items on contract, prior purchase history or entire existing master agreements.

UR Catalog Search (URCATS)
—tobie St R SR e

l_ l_ l_ E Local intranet 4

I Frocurement
Save Restart Sawve Al C
Search for kems or Avwards
+" UR Catalog Search (URCE
&, Search (URSRCHMA]
Create Stand Alone Docu
Enter Bid Responses
Receive Goods
Enter Vendor Invoice
Create Stand Alone Pa
Workload Management

Quick Links

>

Universal Requestor Catalog Search

Brovese Clear - ‘

henu

Search For: |

Included Sourced Master Agreements [~

A Catalog ltems [

of Supply

Inventary [~
Purchase History [~

Cormmodity Codes [

bAdvanced

| Supplier Part Number | Vendor Hame |ﬁliisﬂJBﬁ | CL Description | Commodity Code | Unit | Unit Price | Source | Expiration

First Prev Mext Last
Start Hews Request Add To Current Request Wiews Current Request Catalog Line Details

3. Deselect all Sources of Supply except the MA Catalog ltems check-box. This means that the
inquiry will only search for Catalog Items.

)
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Type Waffle into the Search For field. This search field supports special characters and reserve
words for advanced searching.

Click Browse to begin your search.

Review the results of the Catalog Search. eMARS returns a set of results based on relevancy
(that is, based on how closely the item matches the search criteria entered), and then within
relevancy, results are sorted first by Vendor Preference (ascending order) and then Source
(Catalog Lines, Master Agreement Lines, Inventory, Purchase History, and Commodity Codes).

Universal Requestor Catalog Search

Broveze Clear ik

wGeneral

Search For: |WAFFLE

henu

Included Sources Master Agreements [ Inventory [ Commodity Codes

of Supply: A Catalog ltems v Furchase Histary [

r BAdvanced ]
Supplier - _ - I
Part Humber Vendor Name AliasMBA | CL Description Source
D 101478 SNEC0 Food Services of Lodisvile z\ﬁ:EFT_'ENCAKE 38077 CASE  F16.00 WA TS5 0600000005 4207
101479 SYEC0 Food Services of Louisvile z\ﬁ:EFT_'ENCAKE 38077 CASE  F1241 WA TS5 0600000005 40207
101568 SNEC0 Food Services of Lodisvile WWAFFLE BELGIARN - 39077 CASE  FI7.06 WA TS5 0600000005 4207
’ L WWAFFLE Ml

D 101569 SYEC0 Food Services of Louisvile BELClAM 38077 CASE  §353.44 WA TS5 0600000005 40207
D 101570 SNEC0 Food Services of Lodisvile E\ITA&;F;E E%UARE 38077 CASE  §13.00 WA TS5 0600000005 4207
D 101571 SYEC0 Food Services of Louisvile WEFLE ST EELE 38077 CASE 52065 MA TS5 0600000005 40207

=TI

I Start Mew Requestiﬁdd To Current Request Wiew Current Request! Catalog Line Details |

7.

8.

To view additional information about an item, select that item and click Catalog Line Details.

Select items with supplier part number 101479 and 101568 by checking the box next to the items
to add to the Comparison Sheet and click Start New Request. The Catalog Comparison Sheet
opens.
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eMARS

Catalog Comparison Sheet

Menu Quick Search

Supplier CL

Part _ Description i Vendor Hame
Number Description
SYRUP
" 2 10.00000() 101479 39077 PAMCAKE &  Tamales, Fresh CASE $12.41  SYSCO Food Services of Louizville
WAFFLE
WAFFLE ) o
2 100.00000/) 101568 39077 BIEL G2l Tamales, Fresh CASE $17.06 SYSCO Food Services of Louisville

Lelete Save First Prew Mext Last

Lelete Inset Copy Paste Search

Shipping Location : I—

Accaunting Template I—
Delivery Date : I—

Reguesting Unit ; I—

Ship Whole Indicatar: [
Warehouse

Eleate Requestlﬂ‘xdd ltemn to Reguest Add YVendor Quotes

9. Compare prices and enter the following information:

Required Fields | Values

Request — check- | Select check box for each line.
box
Quantity For ltem 1 (syrup): enter “10”.
For ltem 2 (waffles): enter “100”.

10. Click Create Request to add the selected items to the Universal Requestor document. The UR
document opens to the Header section.
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UR - 758- 0600000074- 1- New- Draft

General Information

Document Information
Step 2 Accounting Distribution

Cortact Ship/Bill To Lines
Extended Description Load Accounting Profile
Addtional Information sk

wGeneral Information

: = . ian -
geg 5 Commody Growp Boeurment Name - Shiphing Location: [111116
ep & Commodity
Step 5 Accounting Blling Location: (111125
Step £ Compatison - Breakfast Food Order
= - . | Oocument Description : 041372006
Step 7. Crested Documents Delivary Date :

Document Comments

Document History Requestor D |mshaw

Document Reference
Future Triggering

Accounting Profile

Total of Header Attachments : 0

Issuer|D |mshaw

wContact

Issuer xpand,l'CD"apE Contact Requestar Marme |Matt Shaw
TZ-57 36505

Tatal of All Attachments @ 0
Generated Documents Successfully Processed : [
Actual Amount: $284.70

it shawky.gov FPhone Mumber: |502-5?3-6806

Email : |matt.shaw@ky.gw

11. Complete the required fields in the General Information and Contact sections:

Key Fields

General Information

Values

Document
Description

Breakfast Food Order StudentXX

(replace XX with your Student number)

(This field is searchable from various inquiries like the Procurement Document
Inquiry).

Requestor ID

Select your User ID as the Requestor.

(The Requesting Id field indicates who will actually be using the items or services
detailed on this Requisition).

Issuer ID Leave as defaulted.
Shipping Location See Student Card
Billing Location See Student Card

Delivery Date

Requestor Name

Contact Section

Leave blank.

Leave as defaulted.
Defaults with Name based on Requestor ID after Save or Validate.

Phone Number

Leave as defaulted.
Defaults with Phone based on Requestor ID after Save or Validate.

Email

Leave as defaulted.
Defaults with Email based on Requestor ID after Save or Validate.

)
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UR 7f
Document View

+ Step 1: Header
General Information

00074 4

UR. - 758- 0600000074- 1- New- Draft

Contact

ShipsBill To Lines

Extended Dezcription

Load Accounting Profile

Additional Information

&k

Document Informeation

Step 3 Commodity Group

Step 4: Commodity

Step 5 Accounting

Step 6 Comparizon

Step 7 Crested Documents
Document Comments
Document History
Document Reference

Future Triggering

Step 2 Accourting Distribution

| Action Menu I

~wGeneral Infformation

matt shawgky gov Fhone Mumber: |502-5?3-EBDE

Email : |matt.shaw@ky.g0v

Document Name Shipping Location : (111116
Billing Location: 111125
Document Description : Breakfast Food Order 04/13,/2005
Celivery Date ©
=3 tor D - |rmsh
equestor 10 [mshaw
| 5 Accounting Profile :
Isguer D |mshaw >
Tatal of Header Attachments @ 0
Total of All Attachments © 0
Generated Documents Successfully Processed : [
Actual Amount: $254.70
~wContact
lssuer ExpandiCollapze Contact Reguestar Marne © |Matt Shawr
0Z-57 3-B806

12. Add additional descriptive information to the Extended Description field (Recommended).

~wExtended Description

Extended Description :

thinner than the Belgian waffle.

Traditional waffles in the United States originated fram
pilgrims in 1620, whao obtained the method fram Halland. They
are usually served as a sweet breakfast food, topped with
butter and various syrups. They are generally denser and

The Belgian waffle (also referred to as the "Brussels waffla”)

[

13. Click Ship/Bill to Lines to apply the Shipping and Billing Locations to the Commodity Lines. This

link is located at the top of the page, above General Information.

14. Click Commodity on the Secondary Navigation Panel.

)
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wiGeneral Information

CL Descriptian SYRUFP PANCAKE & WAFFLE Lock Catalog List Price
Wendor Custormer Code : |SYSC0 TEST
Cormmodity : 33300 Legal Mame ; S¥5C0 TEST
Stock ltem Suffix: Alias Mame
Warehouse : |
Commodity Specs
Supplier Part Mumber |1D14?9

Line Type ;| ltem “

FOODS: STAPLE GROCERY AMD

Guantity : |1D.EIDDIIIEI Description EEEEERS MISCELLAMEQUS
unit: [CASE B
LInit Price : |$12_41 Mumber of Attachments : 0
[term Total Amount: $124.10
Ciscounted Unit Price : |$12_41 Extended Description :

List Price - [§12.41
Shipping Location - [111116 Lock Order Specs . v

Billing Location - [111123

Delivery Date :

Accounting Template 1D :

Accounting Profile

w5emnvice Contract

Serice From
Service Tao:

Contract Armount ; |$EI.EIEI

Conkrack Arnounk

15. Click Validate to check for errors and then click Submit.

16. Click Created Documents in the Secondary Navigation Panel to open the Created Documents
section.

17. Inspect the Created Documents section. Once the UR has been submitted the Created
Documents section will be populated with the documents that were spawned from the UR. There
will be an entry for each Commodity line on the UR. Documents that are created from the UR are in
Draft mode.
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o view All {1 of 1) : Document submitted successfully

UR - 758- 0600000021- 1- New- Final
| Action Menu |
Line Description Document 1D Phase | Document Status | Procurement Folder | Deleted
FOODE: STAFLE
v’ 1 GROCERY AMD v Do Fai Oe0UOUOO0TS  Draft Held Mo
FOODE: STAFLE
2 GROCERY AMD v D2 755 0600000019 Draft Held M
First Prev Go To Mext Last
r Edi T Print TC‘::I}' n'-u'wars'T Cloze ]
Menu

18. Review the Delivery Orders that have been created. Click the Document ID link to open the
Delivery Order, and click Edit.

DO - 758- 0600000019- 1- New- Draft

| Action Men I
Ship/BHill To Lines
Load Accounting Profile
Azsemble Document Wiew &=sembly Request
Header
wk
~wGeneral Information
FCard 1D :
Document Mame : |

FCard Exp : |

Record Date
Accounting Profile :
Budget Fy: Frocurement Folder
Fiscal Year : Frocurement Type : Delivery Ordar

Perind - li Frocurement Type 1D |2
S ocument Desoraton  RedUES! for Wales & Syrup Cited Authority : [FAP 111-35-00-G
Competitive Sealed Bid-
Actual Armourt : §1,830.10 ggfndpsuf?;‘smmmVE“'C'E nor

Closed Amaunt : §0.00

Closed Date - Confirmation Qrder: [~

>

Dafault Form .

Last Print Date :

Total of Header Attachiments : 0
Total of All Attachments 0
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19. Inspect the Vendor Section. The Vendor from the Master Agreement will default to this record.
The vendor may not be changed on a Delivery Order. When the document is validated the Vendor
from the Master Agreement will always be re-inferred.

2} AMS Advantage - Microsoft Internet Explorer

Home

Personalize

Help Accessibility Logout

Accounts Receivable Procurement

Budoet

Document View DO - 728- 0600000013- 1- New- Final

Heacler -
[ Actian M.
~ endor w
Wendor Ship/Bill To Lines
Discount Copy Line Select Line First Prew Go To Mesxt Last
Arcourting Distribution
Special Iljstructlons —wAfendor
Commodity
Accounting Wendaor Customer: I\a’CDDDmDDDSd YWendor Contact 1D IPCDDB
Posting X
Supporting Documerts SYSCO Food Services of Wendor Contact Name © [Jererny Hacker
Document Comments Louizville Vendor Contact Ph
i endor Contact Phone -
Lowelrnien Sy Address Code IADDD1 I(SDQ) S5 4300
Document Reference .
Future Triggering 7705 National Tumpike vendor Contact Phone Ext.: |
Louisville Wendar Contact Email ; |Jeremy_hacker@sysco.co
KY Y
40214
us Secondary Reaszan ;
Wieh Address hitp - =l
Wendor Prefarence Level : |99 Modified : |false
r bDiscount ]
Top
[ e Y it Y cConyrowa | Ciose ]
Meny

@ [ [ Boawes
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20. Click the Commodity Section of the Delivery Order. For items ordered in the Catalog none of the
descriptive information may be modified (e.g. CL Description, Unit of Measure, Commodity Code,
etc.). This functionality is used to address cases where prices for items listed in the Catalog
fluctuate.

DO - 758- 0600000019- 1- New- Draft

Action Memu

Ship/Bill To Lines

CL Description Line Amount | Modified
=4 i 1 SYRUP PANMCAKE &'WWAFFLE 2410 falze
&8 2 VWAFFLE BELGIAR 1 70600 falze
Inzert Hew Line Insert Copied Ling First Frev o To Mext Last

Wendor1: SY'SCO0 TEST >

Ship/Bill From Header
Eecalculate Accounting Line Amaunt
sk

wGeneral Information

Fimed Asset: [
CL Description - SYRUP PAMNCAKE & WAFFLE

Lock Crder Specs v

Warehouse : | Lock Catalog List Price ;
Commodity |393E||:| Wendor Preference Lewvel ; |99

Stack tern Sufiiy:
FOODE: STAPLE GROCERY AMD Commodity Specs ;
GROCERS MISCELLAMEQLUS ITEMS
Supplier Part Mumber : |1D14?9

. 4-1 GAL S¥3S REL SYRUP
Line Type : | ltem % FPAMNCAKE & WAFFLE

Quantity |'ID.DDEIEIEI Extended Description

Unit: [CASE

Unit Price : |$12.41

Mon-Reserved Funding Open Amount Total © §0.00
Itern Sub Total : $124.10

Discounted Unit Price : |$12_41 Tax Amount ;- $0.00

Line Amoaount: $124.10

Trtal et feed - 0 OO

List Price : |$12.41

NOTE: The List Price field may only be modified on the Delivery Order for Catalog lines if the Lock
Catalog List Price on the Master Agreement is set to false.

21. Click on the Accounting Section to enter your Accounting information.

22. Click Insert New Line. Complete the required fields for the Accounting Line for Commodity Line 1.

Required Fields Values

Event Type Defaults to PR05
Accounting See Student Card
Template
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Line Amount $124.10
Object E341
Note-

Select the appropriate Object Code or “E” Codes for accurate
representation of expenditures. Use the Expenditure Object
Classification report within the Statewide Reports/Chart of
Accounts folder or the spreadsheet posted at

http://finance ky.gov/internal/eMARS/Chart+of Accounts.htm
to aid in your selection of proper Object Codes. Contact your
agency’s Fiscal Officer to determine specific codes when
necessary.

23. Return to the Commodity Section and select Commodity line 2 from the list.
24. Click on the Accounting section to enter in the Accounitng information for Commodity Line 2.

25. Click Insert New Line. Complete the required fields in the Accounting Line for Commodity Line 2.

Required Fields Values

Event Type Defaults to PR05
Accounting See Student Card
Template

Line Amount $1706.00

Object E341

Every Commodity Line must have at least one complete Accounting Line. Individual elements
may be replaced as required (e.g. Object). You can navigate between the Commodity Lines by
clicking on the small link to the bottom right of the Commodity Grid information to view all of your
Commodity Lines on the grid at once, or by clicking on the First, Previous, Go To, or Next links right
above it.

26. Once all information on the Delivery Order has been verified, click Validate to check the document
for errors. Assemble to verify printed document.

To Assemble:

1. From the Header Section click on Assemble Document.

2. Click Submit Assemble Request.

3. Click on Refresh, You should see the status as Successful (You may have to click refresh a few
times before the assembly job finishes and you see a Successful Status).

4. Click Back to return to the document.

To Print the Assembled Form:
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Return to Header

From the Action Menu, select Attachments.

Click Download.

While the PDF document is open use the File Menu Options to either print or email the
document.

Ao~

27. Submit the document to initiate workflow for approval.

28. Write down the Delivery Order Document ID on your Student Card. The Delivery Order number
will be used again in Exercise 4.
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5 - Universal Requestor Master Agreement Search (URSRCHMA)

The URSRCHMA Inquiry should be used to generate Delivery Orders (DO) or Payments under the
following circumstances:

1. The Master Agreement has been set up with individual commodity lines and not a price
catalog.

2. The Purchase is primarily for services that are available on a Master Agreement (MA) and
you would like to use the two-way match Delivery Order (DO2).

In this example we will be creating a Payment Request (PRC) with a Master Agreement (MA) instead of
a Delivery Order. In the event the Vendor is an internal Vendor, the Internal Payment Request (PRCI)
would be the appropriate document.

To create a Payment Request referencing a Master Agreement using the URSRHMA Inquiry, complete
the following steps:

Access your Procurement Workspace. The Search for ltems or Awards section is open. Click on the
MA Search (URSRCHMA) link. The Master Agreement Search page opens. This page allows you to
perform a Search for Master Agreements by Document ID, Document Description or Vendor
Information. From here you can check to see if your Department is authorized to make a purchase
from a given Master Agreement. To view if your Department is an authorized department users will
need to access the MA Referenced Authorized Departments link found at the bottom of the URSRHMA.
Once you have found the Master Agreement (MA) you can move to the next step in the process of
selecting MA lines to order.
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Personalize Help Accessibility Logout

Master Agreement Search

Menu

Browse dlear

1} Dept:l
Documentfode :I
Documgnt ID :I

o e

Wendorfsode :I

AliagiDBA I

Mast :r Agreement

Description Vendor Code Vendor Expiration Date

[T MWA-7SE-0B00000002  Uniform Rentals WCO000M00028  Unifirst 030172006 0713142040

[~ MWA-7SE-0600000005 SysocoFood Catalog WC0000M00034  SYSC0 Food Services of Louisvile 0062006 02002005
hiA-F5E-0B00000008  Temporary Labar WCO0D0M00081  Staffing Pros 041071/2006 04/30/2002

[T MA-7SE-0700000002 PROCURE PICK-UPS FOR HAULING FEED AT BCC  %COOO00100004  Frankiort Plant Board FFPE 02107172006 02r28/2009
First Frew Mext Last

Select Lihes MAR for Authorization [+ i C dity Search Hew C { Sheet Addte Current © i Sheet Cument Master tC i Sheet Current © dity
Comparigon Sheet

@ I N -

You may search for a Master Agreement (MA) by entering any combination of the Master Agreement
Document ID; Master Agreement description; or Vendor Code and Name. Click Browse to execute the
search.

NOTE: If nothing is returned from the search, locate the MA in the Document Catalog to make sure
it has not expired. Only active Master Agreements will return in the search.

Click the document link to open the Master Agreement (MA). Click the Authorized Department link in
the Secondary Navigational Panel see if your department is allowed to make purchases from the
Master Agreement (MA) you selected. Click Close to return to the Master Agreement Search page.

To view procurement summary activity by authorized Departments for which you have access, click the
MA Reference for Authorization Department link.
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IMA Reference for Authorization Department

Menu Quick Search

Document Department Name Spending Limit | Ordered Amount | Active

v WA 7SS DE00000005, Tas Department For Facilties Management 0.00 0.00 true
First Prev Next Last

Save Undo Copy Search

Doc Code IMA Department : [FB5

Doc |0 IEIEEIEIDEIEIEIEIB Department Far Facilities Management

Dac Dept : I?EB R Spending Limit ||:|_|:||:|

Ordered Amount : |III_EIEI

Mo Lirnit: v
Active . W

:

i Mlaster Agreement Search fu® Referance for Autharization Unit

Click the Master Agreement Search link to return to the Master Agreement Search page.
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3 AMS Advantage - Microsoft Internet Explorer ) o =] |

Home Personalize Help Accessibility Logout

ADVANTAGE

hle Budget 2 e Co ourting  Procurement

Master Agreement Search

Menu

Browse Clear

Doc Dept:l

Cocument Code I

Document D : |

Description :I

Wendor Code I

vendar : |

AliasiDBA |
Master Agreement Description Vendor Code Vendor Alias/DBA | Effective Date | Expiration Date
[T M&-7S5-0500000002  Uniform Rentals SCO00001 00028 Unifirst O30 2006 O7i3102040
[ MA-755.0600000005 Sysco Food Catalog WCO000100034  SYSCO Food Services of Louisvile 04062006 04/20:2008

[¥ | MA-755-0600000005 Temporary Labor WCO0000100051  Staffing Pros 0401 /2006 043052005

I bd&-FSE-0700000002  PROCURE PICK-UPS FOR HAULIMNG FEED AT BCC  %CO000100004  Frankfort Plant Board FFE 020 72006 0202502009

Cancel
@Seled Lines fh# Reference for Authorization Depatment Commodity Search New Comparizon Sheet Add to Curent Comparison Sheet Curent Master Agreement Comparison Sheet Curment Comm odity
(dux] 4] heet

First Prev Mesxt Last

|@ l_ l_ l_ l_ I_ |\d Local intranet: A

Select the check-box next to the Master Agreement from which you would like to make the purchase.

Click the Select Lines link. The Master Agreement Commodity Search — Select Lines Page will open.
This page lists all the Commodity Line items that are available for order on the Master Agreement. The
line that is displayed represents each Commodity line that exists on the Master Agreement.

NOTE: From the Select Lines Page, you can only search for the general Commodity Line, not the
actual Catalog items associated with the Commodity Line.
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Master Agreement Commodity Search - Select Lines

Menu

Browse Clear % B

Agreement Code IMA

Agreement Dept I?EB

Agreement D |DEDEIDDDDUB

Fwouery
M& Commadity Line - |
Coammodity Cnde:l
Chmmuodity Description :|
CL Description :|
F*Results
[~ Deliver All Lines Order Type |DO
[~ Deliver All Unselected Lines Payment Type : |F'RC
Cnm|_11|:|d|ty Commodity Description C_L . Vendor Alias/DBA
Line Description
Landscape
. _ . . .. Maintenance
r 1 98336 Grounds Maintenance: Mowing, Edging, Plant (Mot Tree] Trimmi Temporary WCO000100081  Stafing Pros
Labar
Landscaping
I 2 98852 Landscaping (Including Design, Fertilizing, Planting, etc., - Temporary  %CO000100081  Staffing Pros
Labar

First Prew Mext Last

badd lected Lines to hdALS Wieww hALS Records I Create Delivery Order Create payment I Cancel
— —

e The Query Section is used to narrow down the list of line items for you to choose from. You
may search by Commodity Code, Commodity Description, or CL Description. Once you
have entered your filter parameters, click Browse to view the results in the grid section.

NOTE: From the Select Lines Page, you can only search for the general Commodity Line, not the
actual Catalog items associated with the Commodity Line.

e The Deliver All Lines check-box can be used if you would like the Payment Request document
(PRC) or Delivery Order (DO)to be created with all lines on the Master Agreement.

e The Deliver All Unselected Lines check-box can be used if you would like only those lines that
are not selected to be created on the resultant PRC or Delivery Order. This option is useful if
you want most lines on the Master Agreement but not all. You must first select all the lines that
you do not want on the PRC/DO.
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e The Order Type field is used to select the document code of the Delivery Order that will be
created when you click on the Create Delivery Order link. The DO2 Delivery Order does not
require a receiving report for payment and is typically reserved for the purchase of services.

e The Payment Type field is used to select the document code of the Payment Request that will
be created when you click on the Create Payment link. Please accept the default of PRC.

e The Create Delivery Order link will create a draft Delivery Order (DO or DO2) with the line
items selected on this page. The Delivery Order will open to the Header section.

e The Create Payment link will create a Payment Request (PRC) with the line items selected on
this page. The PRC will open to the Header section.

Select the line items from the grid by selecting the check box next to the desired line and click on the
Create Payment link.

Complete the PRC Header section. The PRC should be used to reference a Master Agreement in
cases where an Order Document is not required. For example, a telephone order has already been
placed.

PRC - 758- 0700000001- 1- New- Draft
wGeneral Information
. ;I Actual Amount - §0.00
Document Name : ;l Retainage Amount (-3 ; $0.00
l— = DiscountAmount ) - $0.00
Record Date u Penaltyinterest Amount (+) - $0.00
Budget FY: Withheld Amount -) © $0.00
Fiscal Year - l— Intercept Arnount -3 0 $0.00
Use TaxWithheld ) . $0.00
Period ; Default Intercept Fee Amount =) - $0.00
. Supplermentary Intercept Fee Amount-) : $0.00
Payment Amount (=) $0.00
b counting Prafile © Outstanding Amaount . $0.00
F = Closed Amount - §0.00
Closed Date
PCard Payment: [T
PCard Administrator
TTeR AOTIOT - [P AP 11 1-25- 0P
Campetitive Sealed Bidding-MNon-Professionaf Servic
biocument Description - [1 2MAOrarY Labor ﬂ

e You may select an Accounting Profile here to populate the Accounting Distribution section.
Once you have selected an Accounting Profile, click Load Accounting Profile to populate the
Accounting Distribution section with the Accounting lines associated with the profile (Optional).

e The Cited Authority value will default from the Master Agreement and should not be modified.
(Required).

e The Document Description is a required field and does print-out. The description is also
searchable from various inquiries like the Procurement Document Inquiry. The document
description should be used to indentify the purpose of the document. This field is limited to 60
characters.
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Click Vendor in the Secondary Navigation Panel and inspect the Vendor that was defaulted to this
document from the Master Agreement. The Vendor Customer Number can not be modified. The only
field that can be changed in this field is the Address Code where a different payment address can be
selected.

Click the Disbursement Options section and schedule this transaction for payment by completing the
Scheduled Payment Date field. If the Scheduled Payment Date is left blank, the system will infer

today’s date upon approval. The appropriate date is usually called the payment due date on the
Vendor’s Invoice.

=hishursement Options

Dishursement Type | Check Handling Code
Disbursement Format ;
1% REG Dishursement Categary ;

Scheduled Payment Date : |D3M1EDDE

Disbursement Priority ; |99

Single Payment: [
Pay Third Party: [

on-line Disbursement Rgst: [
EFT Status : Mia

e The Scheduled Payment Date is the date the Vendor expects to receive payment. Checks or
EFT payments will be disbursed in enough time to reach the Vendor on that date. The
Scheduled Payment date should be set to correspond with the due date on the Vendor's
Invoice. If no due date was supplied on the Vendor’s Invoice, the Scheduled Payment Date
should be set to 30 days from the Vendor’s Invoice Date. This value will default to today's
date so it is your RESPONSIBILITY to set the value in the Commonwealth's best interest.

e The Disbursement Category is used to determine how the check will be handled once printed.
Please accept the default of STM.

Expand the Vendor Invoice Information section to record the Vendor Invoice Number and Vendor
Invoice Date. Information entered into this section will be automatically added to each Commaodity line
when the document is validated.

=imvoice Information

Imvoice Doc Code | Yendor Invoice Humber : |
[rvoice Doc Dept Weandar lnvaice Date |
Irvaice Doc D | Tracking Date : |
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The Vendor Invoice Number (Required) is the number from the invoice received from the Vendor.
The Vendor Invoice Number must be unique and cannot already exist on the Vendor Invoice Registry
table for the referenced Vendor.

The Vendor Invoice Date is the actual date of issue shown on the Vendor’s invoice.

Click Accounting Distribution in the Secondary Navigation Panel. Complete the Accounting
Distribution section, if you have not loaded a profile or have loaded only a partial profile. The
Accounting Distribution panel is used to build a list of Accounting lines with a given percentage of
distribution for the purpose of applying that distribution to each Commaodity line automatically.

Once you have entered the initial set of Accounting lines, the system can automatically replicate these
Accounting lines for each of the commodities. Based on the percentages associated with each of the
Accounting lines, the system also automatically calculates the correct funding.

When a distribution has been built on this panel and the document is validated the Distribute
Accounting Lines link will be available. Click the Distribute Accounting Lines link to apply the listed
Accounting lines to each Commodity line.

NOTE: Clicking the Distribute Accounting Lines link at any time will overwrite any pre-existing
Accounting lines.

NOTE: The Accounting Distribution section is not a document level summary of the Accounting
lines associated with all Commodity Lines. Rather it is a way to enter one funding distribution and
populate to all Commaodity lines.

e The Event Type field will determine the accounting transaction that will be performed when the
Payment Request is submitted. For PRC Event Type APO1 defaults.

e For each line in the distribution, an Accounting Template may be selected. |If selected then
accounting elements associated with a template will populate the Fund Accounting and Detail
Accounting sections.

e For each line in the Accounting Distribution, a distribution % must be assigned. The percentage
should be entered as a number between 0 and 100 with a maximum of four decimal places. The
sum of all distribution percentages for all lines in the distribution must equal exactly 100.

e If an Accounting Template is incomplete or not being used then the individual accounting elements
must be specified in the Fund Accounting and Detail Accounting sections.
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(A M FRC - 758 0600000026 1. New. Draft
Header N
Action Meny
“Yendor L#J

" Accounting Distribution
General Information

Distribution Line | Distribution Percentage

Fund Acoournting &% v 1 1000000

Dretail Accounting Insert Mews Line Insert Copied Line First Prew Go To Next Last
Commoditsy
Accourting
Posting Distribute Accounting Lines

Document Comments

Document History ~=General Information
Document Reference

SrTo T o Event Type : I Budget Fy : I
Accounting Template IFMAF'm Fizcal Year: I
Line Description | Periad : I

Distribution Percentage |1DEI.EIDDD

r*Fund Accounting

Fund : [{ExpandjColapse Fund Acconting|Oblect: [E341 opsa:[
supFund:[ subObject:[  supomsa:[
Department I?'SB— Revenue : I— Dept Ohject I—
LInit : W Suh Revenue : I— Dept Revenue : I—
supunit:[ psa:[
Appr Unit: | supmsa:|

r kDetail Accourting ]

Click Commodity in the Secondary Navigation Panel to access the Commodity section. Most of the
information on the Commaodity line will default from the Master Agreement or Catalog.

NOTE: If a Catalog Line is selected during this process then the user will have to select a Supplier
Part Number to reference through the Supplier Part Number pick list.
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Commaodity
Commodity Line CL Description Commodity | Quantity | Line Type
ot - 1 Landscape Maintenance - Temporary Labor 98538 4000000  kem
Insert Mew Line Insert Copied Line First Frev Go To Mext Last
Wendor 1; WEO0OO0100021 >
Fhk
wGeneral Information
CL Description - Landscape Maintenance - ;l Received Service From Date |1DfE|44"EDD?'
“|Temparary Lahor hd| ) ) -
Received Service To Date I1D;‘Df1f'EDD?'
Commodity ;. |98836
I Tax Prafile |
Stock [term Suffix
Supplier Part Mumber ; | Accounting Profile I
Zrounds Maintenance: Mowing, ﬂ FloardID: I
Commadity Description Edging, Plant (Mat Tree) Trimrmi Cardholder Mame
FPCard Expiration Date ;
LI Account Mumber
;l Reconciliation Sequence |
Description : Reconciliation Status
| Receipt Date :I

Line Type : I [tern "'I ;l

Cluantity |4Ij,|:||:||:||:||:| comments

IUnit of Measure IHR LI

UnitPrice:|$9,85 Lock Order Specs: [
Lock Catalog List Price I vI
Discount Unit Price |$9.85 d

Enter Invoice information on the Commodity Line. The Vendor Invoice Number and Vendor
Invoice Date will default from the Vendor when the PRC is validated. The User must still record a
Vendor Invoice Line Number on each.

NOTE: Thirty (30) characters of the Vendor Invoice Number will print out on the check the Vendor
receives.

—wimvoice Information

Invoice Doc Code | Wendar lnvaice Bumber |VENDDR IMNW0ICE HERE

Imvaice Doc Dept Ii Wendor lnvoice Line |1
Invoice Doc D | Vendor Invoice Date IW
Imoice DocwL: [0 Tracking Date:|
Irvoice Doc CL: ID—
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Click Accounting from the Secondary Navigation panel to view the Accounting Information that has
been distributed from your Accounting Profile.

Home

Personalize  Help  Accessibility  Logout

urting  Procurement

| Action Mert I

| feetst  Accounting
T | : Accounting Line | Total Line Amount | Line Closed Amount | Outstanding Amount
Commodty & v q $394.00 $0.00 $394.00
~ Accounting Insert Hew Line Insert Copied Line Fitst Prew Go To Nest Last
General Infarmation Commodity 1: 02236 >
ity 1:

Reference
Fund Accounting &h

Detail Accourting 2 =
T rhleaaee reGeneral Information

Extended Description Event Type © [APD1 Budget Py :

FPosting

Document Comments Accounting Template © Fiscalear:
Document History
Document Reference Bank Account : Perind :
Future Triggering

Line Description : Payment for Mowing Machine =l
Sub Total Line Amount : {$394.00 Check Description :

TaxAmount : |$0.00 -
Use Tax Amount: [50.00 Special Instructions Code ©

Tatal Ling Amount : §394.00 Dishursement Categary -

 PReference 1

 BFund A i )

 bDetail Accounting 1

B Additi

- BExtended Description |

Top
-
4 |_’|_I

] N O O O > [P =T

NOTE: The first 24 characters of the Check Description field will print out on the check stub. This
field should be used to communicate data needed by the Vendor to apply the payment properly.
When entering information in this field you should avoid using the Tab and Return function.

When you have completed the PRC document, click Validate to check for any errors.
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How to Print the PRC

1. Print the PRC by selecting Print located at the bottom of the screen.

2. The Print page opens. Click the PRINT link at the bottom of the page. You should get the
message “document print job was successfully submitted.

NOTE: This selection will initiate a batch cycle to run. This cycle takes 5-10 minutes to run and
during that time your document will be processed into a downloadable PDF file that you can print

1. To access the file, go to the Header section of the document and click on Action Menu.
2. Open the Attachments page and open the PDF attachment file by selecting Download.
3. The PDF Version should open. File/Print to print the document.

Once you have corrected any errors, click Submit to initiate workflow for approval.

The PRC Document is further covered in the Accounts Payable Class.
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5 — Requisition Process (RQS)

In the Requisition phase, a user creates a request for the desired goods or services. For procurements
that exceed an agency’s delegated Authority, a user must prepare a Requisition (RQS) document in
eMARS to describe the requirement, receive departmental approval, and route to OPS/DECA for
subsequent processing.

The Commonwealth will use the Standard Requisition (RQS) document code. Depending on the
Procurement Type, the RQS may be optional.

The Process to complete a Requisition document is as follows:

Access your Procurement Workspace.
Click Create Stand Alone Document, select Create Requisition and click Requisition (RQS) link.

Click Create to change into Create mode

Enter your document Department Code and document Unit Code into their respective fields and
select Auto Numbering

Click Create to create the RQS document. The document opens to the Header section.
Complete the required and optional information in the Requisition Header:
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RGOS - 112- U600000001- 1- New- Draft
Load Wendor List Ship/Bill To Lines

Load Accounting Profile
sk

wGeneral Information

Dacument Marme - Accounting Profile : I
PCard D : |
Recaord Date
FCard Exp : |
Budget FY - Frocurement Folder :
Fiscal Year: Frocurernent Type 10
Feriad Tracking Mumber : |
Document Description Canoes and Paddle Boats Warehouse - |
Document Short Description : | Total of Header Attachments @ |0
Actual Amount : $175.00 Tatal of All Atachments : |0
Closed Amount : $0.00
Clased Date :

pContact

PExtended Description

kAdditional Information

pDefault Shipping/Billing

kDocument Information
Top N

e The Document Description is required and does print-out. The description is also searchable
from various inquiries like the Procurement Document Inquiry (PRCUDOC).

e You may select an Accounting Profile to populate the Accounting Distribution section.
Once you have selected an Accounting Profile, click Load Accounting Profile to populate the
Accounting Distribution section with the Accounting lines associated with the profile
(OPTIONAL).

e You may select a Procurement Type ID. Procurement Type ID is required if purchase is for:
o Micrographics Equipment and Services Procurement,

o Vehicle Purchases,
o Computer Hardware, Software and Related Services Procurement or
o Shredding and Bailing Equipment Procurement.

NOTE: Do not enter a Budget FY, Fiscal Year, or period. They will be automatically populated for
you when the document is submitted to final.
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Complete the Requisition Contact section:

e The Issuer ID field will default to your information. If your are completing the document on
someone else’s behalf then pick their record from the Pick List by clicking on the arrow button
next to the Issuer ID field.

e Complete the Requestor ID that is used to identify for whom the Goods or Services are being
requested, (e.g. who will actually be using the items or services detailed on this Requisition).
Pick their record from the Requestor Pick List by clicking on the arrow button next to the
Requestor ID field. To be identified in this field the Requestors ID must be on the Procurement
User Table.

Complete the Extended Description Field (optional). The Header Extended Description field is used
to further describe the nature of the requirements being requested. This field stores up to 1500
characters of text. This field does not print. If this Requisition should result in a Master Agreement
then you may request this by entering text to that effect in this field.

NOTE: The first sentence of the Header Extended Description should state if the request is for a
Master Agreement or a one time purchase. Please do not enter item specifications in this field. The
Extended Description field found in the Commodity section should be used for item specification.

ROS - 112- 0600000001- 1- New- Draft

Load Wendor List ShipfBill To Lines

Load Accounting Profile
7k

pGeneral Information

kContact

wExtended Description

This is a request for a Master Agreement ~
Touring Canoes - A blend of all types of pedformance

Recreation Canoes - Steady, maneuverable, and easy ta

control

Whitewater Canoes - Extremely maneuwverable, dry and

buoyant w

Extended Description :

B Additional Information
kDefault Shipping/Billing

pDocument Information
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Complete the Default Shipping/Billing section. If the same Shipping and Billing information should be
used on each line of the Requisition then complete this section. When you are creating Commodity line
items you may click on the Ship/Bill To Lines to have this information automatically populated on each

Commodity line (Optional).

The Commodity Lines must be established prior to loading the Ship/Bill To Lines distribution.

RS - T12- Do0u0ouu0T- 1- Hew- Ol alt

Load Accounting Profile

b
pGeneral Information

pContact
kExtended Description
kAdditional Information

wDefault Shipping/Billing

Shipping Location : (116033 d

FARFKS BUCKHORMN LAKE SRF
353218
4441 kX HIGHWAY 1833

BUCKHORM
Y
41721-9602

LIS

Shipping Method ;
Free On Board

Delivery Date :

Delivery Type e

Load Wendor List Ship/Bill To Lines

Billing Location :

116020

Billing Additional Info

Shipping Additional Info

FARKS ACCOUNTING DIVISION
3266

500 MERD STREET 11 FLOOR, CPT
FRAMKFORT

ko

40601

LIS

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. To select a Shipping Location, click on the arrow_button next to the
Shipping Location field to access the Shipping Location Pick List. If you already know the
Shipping Location code you may record it directly in this field without accessing the Pick List.
The Shipping Location code, however, must be valid on the Procurement Location reference

table.

e The Billing Location field is used to identify the Accounts Payable office to where the Vendor’s
Invoice should be mailed. To select a Billing Location click on the arrow_button next to the
Billing Location field to access the Billing Location Pick List.

If you already know the Billing

)
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Location code you may record it directly in this field without accessing the Pick List. The Billing
Location code, however, must be valid on the Procurement Location reference table.

e The Delivery Date field is used to enter the date by which you will need the goods being
requested to be delivered.

NOTE: Do not complete the Billing Additional Info, Shipping Additional Info, Shipping Method, Free
on Board and Delivery Type fields. These fields are not required and do not print-out.

Complete the Free Form Vendor section. The Free Form Vendor section is used to record a list of
suggested Vendors who could provide the goods or services defined in this Requisition but who are not
already registered to do business with the Commonwealth.

ROS - 112- 0600000001- 1- New- Draft

Load Wendar List Ship/Bill To Lines

Free Form Vendors

Line Number | Vendor Name

b33 v 1 DUDE
Insert New Line Insert Copied Line First Prew Go To Mext Last

Free Form Vendors

Line Mumber: |1

vendor Name :[Canoes RUS |

Principal Contact ; |h-'1r Richard Paddle

Added Using : [FREE FORM

Ciffered green canoes @ $470.00

Camments ;

Address 1 : |123 gunnel Lane

Address 2 |

City : |Lexingtun

State Code : [kY

State : |

Zip: 40512
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Telephone Mumber |859-555-12345

Fax Number:|

Etnail Address khard.paddle@canne.cnm

Correspondence Type : | Email hd

Business Types | |

e The Vendor Name The legally defined name of the company or individual represented by
this record (required).

e The Correspondence Type drop down list (e-mail, Postal Service, FAX) is used to identify
the Vendor's preferred method of receiving communication from the Commonwealth.
Depending on the selection in this field, different fields are required for the Free form
Vendor.

o E-mail - The Email Address field is required and all other fields are optional.
o FAX-The FAX number is required and all other fields are optional.

o Postal Service - Address 1, Principal Contact, State, and Zip are required and all
other fields are optional.

(OPTIONAL)

You may complete the Accounting Distribution section. The Accounting Distribution panel is used to
build a list of Accounting lines with a given percentage of distribution for the purpose of applying that
distribution to each Commodity line automatically.

Once you have entered the initial set of Accounting lines, the system can automatically replicate these
Accounting lines for each of the Commodities. Based on the percentages associated with each of the
Accounting lines, the system also automatically calculates the correct funding.

When a distribution is been built on this panel and the document is validated the Distribute
Accounting Lines link will be available.

NOTE: Clicking the Distribute Accounting Lines link will apply the listed Accounting lines to each
Commodity line, but the Commaodity lines must be established first. If there are no lines, clicking the
Distribute Accounting Lines will not accomplish the distribution.
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NOTE: Clicking the_Distribute Accounting Lines link will overwrite any pre-existing Accounting
lines.

NOTE: The Accounting Distribution panel is not a document level summary of the Accounting
lines associated with all Commodity Lines. Rather it is a way to enter one funding distribution and
populate to all Commodity lines.
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Build Commodity Lines. The Commodity section of the Requisition is used to list all distinct goods or
services being requested. The Commodity section of the RQS determines how your document will be
routed though workflow. If the first Commodity line exceeds the small purchase authority for the
department your document will be sent to OPS for approval and buyer assignment.

NOTE: It is important to make your first Commodity Line the one that is most relevant to the Requisition as a
whole for buyer assignment. If you are processing a Requisition for a Master Agreement the total dollar
amount in the Commaodity line should equal $0.00.

Line Number | CL Description | kem Total Amount | Cloged Amount

Document View

P F:3 1 Fiberglsss Canoss $24,500.00 $0.00
ane 3 v 2 Lake Pecsl boats $7,000.00 $0.00

Accourting Distribution
Special Instructions
Commodity Group
~" Commodity
Genersl Information =
Reference Sh

ShippingBilling
G
o — |Lake Pedal boats
1

Specifications
Cammadity : {12024

Tolerance
Additional Information
Stock lten Suffc: |
Boats, Pedal and Pontoon

Accourting
Line Type ;| ltern 5

First Frew Go To Next Last
Commodity Group 1

Insert Mew Line Insert Copied Line

Ehip/Bill From Headar
| at: ing Line Amount

Fixed Asset: v
Commaodity Specs

Posting
Free Form Yendors
Document Comments
Document History
Document Reference
Future Triggering

Mo Code Description

Pelican®'s exclusive 90° d
shaft requires less pedalin)

Guantity : |20.00000

Extended Description :

which reans rmore cruising

Unit - less work. And its kick-up
LnitPrice ﬁqqn ol Hon-Resened Funding Open Amaunt Total : $0.00
List Price : |$0.00 Itern Sub Total : $7,000.00
Itern Total Amount : §7,000.00
I Contract Amount : &D_DD I Closed Date -
Di Upit Price 8380 00 Cloged Amaunt: $0.00
_ RefAmount: $0.00
senice Frarm Closed Quantity: 0.00000
Service To : Ref Guantity - 0.00000
— Closed Contract Amt: $0.00
T

Murmber of Attachments : |0

Complete the required fields for the General Information section.

e The CL Description field is used to record a brief description of the good or service being
requested. This field does print-out on all documents and is used on subsequent
Procurement Documents. This field is displayed in the grid area of the Commodity section
in order to help you identify which line you would like to inspect or modify.

e The Commodity field is used to store the NIGP Commodity Code that most closely matches
the item or service being purchased. This field is used primarily for classification purposes.
When creating a Requisition it is important to make the first commodity the one that is most
relevant to the Requisition as a whole.
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e The Line Type field is used to select how the cost of the line item will be established.
Generally speaking, goods should be recorded with a Quantity, Unit of Measure and Unit
Price and services should be entered as Contract Amount and identify the Service From
and Service To dates.

o When you know the Unit Price a Line Type of “ITEM” should be selected. The Unit of
Measure, Unit Price, and Quantity are required.

o If the Unit Price is unknown or not applicable, the lump sum cost of the line should be
recorded in the Contract Amount field. In this case a line type of “Service” should be
selected. When the line type is “SERVICE” then the Service From and Service To
dates are required. These dates are the effective dates for resultant award documents.

e Accounting Profile (Optional) field can be used to select an Accounting Profile.

The Extended Description field is used to provide a detailed description of the desired items. Up to
4000 characters of information can be stored in this field. To access a larger field in which to type the
extended description click on the More Text link. To take advantage of spell check and grammar
check capabilities, it is recommended to enter the extended description into a Word Document,
then cut and paste it into this field.

NOTE: The Extended Description field located in the Commodity section should be used for item
specification.

NOTE: To insert a TAB into the Extended Description field the user must type [Ctrl]+[Tab]
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Pelican®'s exclusive 907 crank -

shaft requires less pedaling effort,
Extended Description © fwhich means maore cruising with

less work. And its kick-up rudder

hdore Text
ding Cpen Amount Total © §0.00
Commodity Extended Description
hienu
Sawe Cancel Retum to Line ftem Commoadity Group o 1 Commodity Line term ;2

Felican®'s exclusive 90° crank shaft requires less pedaling effort, which means more cruising with less
wark. And its kick-up rudder system provides quicker turn respaonse and safer beaching.
Accommodates up to 3 passengers (2 adults, 1 child). Adjustable seat backs make far a comfy ride.
Also has built-in coaler with wealk-on lid. Built-in positive flatation helps the Fiji ride higher in the water to
keep passengers dry and comfortbale. Constructed of superdurable Ham-#B8high density palyethylene.
Colar: Sunset Yellow f Mountain Mist.

Specs:

Length: 7'/ 213 cm

Beam: BO" / 152 cm

=eating: 2 adults, 1 child

Wlax. Capacity: 550 |bs / 250 kg
Weight: 95 [bs £ 44 kg

Hull Material: Rarm-AE.

Complete the Shipping/ Billing information section if different from Shipping / Billing information
entered on the Header.

e The Shipping Location field is used to identify where the goods requested on the Requisition
are to be delivered. To select a Shipping Location click on the arrow button next to the
Shipping Location field to access the Shipping Location Pick List. If you already know the
Shipping Location code you may record it directly in this field without accessing the Pick List.

The Shipping Location code, however, must be valid on the Procurement Location reference
table.

e The Billing Location field is used to identify the Accounts Payable Office to where the Vendor’s
Invoice should be mailed. To select a Billing Location click on the arrow button next to the
Billing Location field to access the Billing Location Pick List. If you already know the Billing
Location code you may record it directly in this field without accessing the Pick List. The Billing
Location code, however, must be valid on the Procurement Location reference table.

NOTE: Do not complete the Billing Additional Info, Shipping Additional Info, Shipping Method,
Free on Board and Delivery Type fields. These fields are not required. These fields do not print-out.
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Build the Accounting Line(s). Each Commodity line listed in the document will need at least one
Accounting Line.

The Event Type is used to determine what posting codes will be used while bringing in specific rules
fro data entry concerning referenced transactions, customer codes, vendor codes and all defined chart
of account elements in the system. The RQS document uses the following Event Types:

Encumbering Event Types:
e PRO1- Request- Non Accounting

Non-Encumbering Event Types:
e PRO02- Request from External Vendor-Accounting (default)

Select the Accounting Template by selecting the pick list nest to the field. Accounting Templates are
used to populate the Fund and Detail Accounting elements in the document. Elements of the
Accounting Template are inferred after the document is validated. Any values entered by the end user
either before or after the template has been inferred will override any values from the template.

Indicate the Sub Total Line Amount. This is the amount that is allocated to this Accounting Line. The
sum of all Accounting Lines must equal the referenced Commodity Line.

View the Fund and Detail Accounting elements. These elements will be inferred if an Accounitng
Template is used or may be added by the user.

Every Commodity Line must have at least one complete Accounting Line. Individual elements
may be replaced as required (e.g. Object). You can navigate between the Commodity Lines by
clicking on the small link to the bottom right of the Commodity Grid information to view all of your
Commodity Lines on the grid at once, or by clicking on the First, Previous, Go To, or Next links right
above it.

Select the appropriate Object Code or “E” Codes for accurate representation of expenditures. Use
the Expenditure Object Classification report within the Statewide Reports/Chart of Accounts folder or
the spreadsheet posted at http:/finance ky.gov/internal/eMARS/Chart+of Accounts.htm to aid in your
selection of proper Object Codes. Contact your agency’s Fiscal Officer to determine specific codes
when necessary.

When you have completed the Requisition, click Validate to check for errors.

NOTE: Once the RQS is submitted to final, Commodity lines cannot be deleted from the RQS.
When the award document is created, you may select which Commodity lines you want to bring over
to the award document.

How to Print the RQS:

Select Print located at bottom of page.

Print page opens, Click Print and print job returns “Submitted Successfully”.

On the Action Menu, select “Attachments”

Highlight a row that has the Document ID on it (do not highlight the row with XML in it)

M0~
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5. Select Download. You should get a pop-up window (assuming you have Adobe on your PC)
asking you to either open or save the file.

6. Select Open. This will open a session of Adobe and open the file.
7. Print the document from Adobe.
8. Submit the document to initiate workflow for approval.
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Exercise 2 — Create a Standard Requisition (RQS) document.

Scenario

You are in the Department of Parks and require a new fleet of Canoes and Paddle Boats for the coming
season. These boats are to be delivered to Buckhorn Lake State Resort Park.

Task Overview

You will create a Requisition (RQS) from your Procurement Workspace. You will supply information for
the Header, provide suggested Vendors, and add a separate Commodity Line for both Canoes and
Paddle Boats. As the cost for these boats are being spread across multiple Accounting Distributions,
an Accounting Profile will be added in the Header and applied to both Commaodity lines.

Procedures
1. Access your Procurement Workspace. Click the Create a Standalone Document link.

2. Click Create Requisition. The Document Catalog page will open.

Document Catalog

Creste

w7k
=hocument ldentifier

Code: |ROS Unit :
Dept. 1D |

wlser Information

Create User D Create Date

kDocument State

Brovese Clear

3. Click Create to change into Create mode.

4. Enter the following information:

Required Fields Values
Code Leave as Defaulted
Dept. See Student Card
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| Unit UNIT

5. Check Auto Numbering.

6. Click Create. The RQS document opens to the Header page.

MS Adwantage - Microsoft Internet Explorer

. =l0lx|

A DVANTAG E Home Personalize Help Accessibility Logout
4 4 ‘
Accournts Pavable  Budget Procurement
ROS - 758- 0600000004 - 1- New- Draft Il
| Action Menu I

| Informatio Load Accounting Profile
sk

Load Wendor List Ship/Bill To Lines

Extended Descript
Additional Informat

~wGeneral Information

Default Shipping8
Document Informsl
“endor
Accourting Distributi
Special Instructions
Commodity Grougp

Document Mame : I

Record Date :I
Budget Fy I
Commaodity

Accounting Fiscal vear: I
Posting 3
jogd |

Accounting Profile :I

PCardID: |

Pard Exp :I

Frocurement Folder :

Frocurement Type ID :I

KN

Free Form Vendors

Tracking Murnber : |

Canoes and Paddle Boats-

Document Desdription
R Studentiid

Document History
Document Referenc

Warehouse :I

K

Future Trignering Document Short Description :|

Actual Amount : §0.00

Cloged Amount: $0.00
Closed Date :

mtal of Header Aftachments : ID
Tatal of All Aftachments : ID

r BContact

r BExtended Description

r BAdditional Informati

 bDefault Shipping Billing

r bDocument Information

Top

4

s S - PR - |

| o

]

l_ l_ l_ l_ l_ |ﬁ Local intranet A

7. Enter the following information in the Requisition Header:

Required Fields Values

Document
Description

Canoes and Paddle Boats - StudentXX
(replace XX with your Student number)

Accounting Profile

Leave Blank

)
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NOTE: Do not select a Procurement Type. It should be left blank on Requisition documents. Do not
enter a Budget FY, Fiscal Year, or Period. They will be automatically populated for you when the
document is submitted to final.

8. Open the Contact section and complete the Requisition information.

wContact
Issuer D |mshaw Team 1D :
Matt Shaw Buyer:
a02-573-6806
rmatt shawiiky. ooy
Requestor D ]mshaw I

Marne |Matt Shaw
FPhone Mumber |5E|2-573-EBDE

Email : |matt.5haw@ky.gov

Required Fields

Values

Issuer ID

Leave as defaulted

Requestor ID

Select your User-ID from the Requestor Pick List. Click the SAVE button.
The Remaining fields will populate.

9. Enter the following information in the Extended Description field (optional):

Required Fields

Values

Extended
Description

This is a request for a Master Agreement.

)
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ROS - 112- 0600000001- 1- New- Draft

l Action Menu I

Load Wendor List Shipf/Bill To Lines

Load Accounting Profile

b

r PGeneral Information

r BContact 1
~wExtended Description
This is a request for a Master Agreement ~
Touring Canoes - A blend of all types of performance
Extended Description Recreation Canoes - Steady, maneuverable, and easy to P
control
Whitewater Canoes - Extrermely maneuverable, dry and
buayant hd

r kAdditional Information

r kDefault Shipping Billing

r Document Information

10. Complete the Default Shipping/Billing Section. If the same Shipping and Billing information
should be used on each line of the Requisition then complete this section. When you are creating
Commodity line items you may click on the Ship/Bill To Lines to have this information
automatically populated on the line item. (Optional) You must wait until after you have created your
Commodity lines to distribute these addresses to the Commaodity lines. This can also be done from
the Commodity Section of the document.
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General Informatio

ROS - 758- 0600000004- 1

- New- Draft

Budnet

Personalize Help

Contact
Extended Descript
Additional Informst

Default Shippinog/8
Document Informal

“endor
Accourting Distributi
Special Instructions
Commodity Group
Commodity
Accourting
Posting
Free Form Yendors

Document History
Document Referenc

Load Accounting Profile
sk

| Action Menu |

Load Wendor List Ship/Bill To Lines

r BGeneral Information

r BContact

r BExtended Description

r PAdditional Information

r=hefault Shipping/Billi
Shipping Locatign

|6042

FAC CUSTOMERJRESCOURCE CTR

702 CAPITOL AYE RM 460 CAPITOL
AMMEX

Billing Locatl:un:

|5043

FAC CUSTOMER RESOURCE CTR

702 CAPITOL AVE RM 460 CAPITOL
AMMEX

Logout

Future Triggering FRAMKFORT FRAMKFORT
Ky Ky
40601 40601
us usg
Shipping Methac :|
Free on doard :I Billing Additional Info
DeliverdDate : |11f23f2006
Delivery Type : | |
Shipping Additional Info
4
@ l_ l_ l_ l_ l_ |ﬁ Local intranet
Required Fields Values
Shipping Location See Student Card

Delivery Date

Enter-One month from today

Billing Location

See Student Card. Select from the Pick List.

Note: Do not complete the Billing Additional Info, Shipping Additional Info, Shipping Method, Free
on Board and Delivery Type fields. These fields are not required. These fields do not print-out.

)
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11. Click Free Form Vendor on the Secondary Navigation Panel. The Free Form Vendor section is
used to record a list of suggested Vendors who could provide the goods or services defined in this
Requisition but who are not already registered to do business with the Commonwealth.

12. Select Insert New Line. Complete the Free Form Vendor section.
Free Form Vendors

Line Humber | Vendor Name

T4 ~ 1 Canoes R US

Insert Mew Line Insertt Copied Line

Free Form Vendors

Line Mumber: [1

wendor Mame : [Canoes R US

Required Fields Values
Vendor Name Canoe’s R Us
Correspondence Email
Type
Email Address Joe.canoe@canoesrus.com
Required if Correspondence Type is “Email.”

13. Click Commodity on the Secondary Navigation Panel. The Commodity section of the Requisition
is used to list all distinct goods or services being requested.

14. Click Insert New Line.

15. Complete the required fields for the General Information section.
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ROS - 758- 0800000001- 1- New- Draft

Actian Meny
Load Wendor List ShipfBill To Lines

Line Number | CL Descrintion | kem Total Amount | Clogsed Amount | Open Amount

1 PADDLE BOATS $12,015.00 $0.00 $12,01:5.00

Insert New Line Insert Copied Line

First Prewv Go To Mext Last
Commodity Group : 1 >

Ship/Bill From Header
Eecalculate Accounting Line Amount

wk
~wGeneral nforngation

Fixed Asset:

Commaodity Specs

CL Desgription |F|’E‘DDLE BOATS

Corgmodity |12I32!1

Stock Itedn Sufﬂ}{:l

Boats, Pedal and Pontoon

wantity © (2000000

Unit : IEA

LIrfit Price |$EEIEI.?'5

Mo Code Description :

PELICAN PEDAL B

Extended Description :

mon-Resened Funding Open Amount Total © $12,015.00
Itern Sub Total : $12,015.00
[term Total Amount: §12,015.00
Clozed Date
Closed Amount: $0.00
Cpen Amaount : $12,015.00
Closed Guantity : 0.00000

ListFrice : J%0. 0

Contract Amount |$D.DD

Discounted Unit Price : _
Service Fram :I

Required Fields Values

CL Description

Lake Paddle Boats

Commodity Select 12024 from the Pick List
Line Type ITEM

Quantity 20

Unit EA

Unit Price 600.00

Contract Amount

Leave Blank

Service From

Leave Blank

Service To Leave Blank
Extended Pelican Pedal Boats
Description
&
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16. Click on the Accounting section in the secondary Navigation panel to identify the Accounting
elements for the Pedal Boat Line.

17. Click Insert New Line
18. Complete the Required Fields in the Accounting section:

Required Fields Values

Event Type Let system infer PR02

Accounting See Student Card

Template

Line Description Paddle Boats

Line Amount $12000.00

Object Enter “E348” in the Object field in the Fund Accounting section.
NOTE
Select the appropriate Object Code or “E” Codes for accurate
representation of expenditures.

Accounting Summany
Accounting Line | Line Amount | Line Closed Amount  Line Open Amount | Event Type

3‘5 w 1 F12,015.00 F0.00 12,0500 PROZ

Insert Mew Line Insert Copied Line First Prev Go To Mext Last
Commodity : 1 >

Fh

—waeneral Information

Event Type : |PROZ Budget FY :
Accounting Template : |CE7O01 Fiscal vear:

Paddle Boats| Feriod :

Line Description Mumber of Attachments ;

Line Closed Amount ; $0.00
Line Clozed Date :
Line Cpen Amount : §12,015.00
Resered Funding - | Mo o Referenced Line Amaount : $0.00

Line Armount |$12,D15.DD

—=Fund Accounting

Fund : Chject: |[E343 OBRSA
Suh Fund : Suh Chject: Suh COBESA

19. Return to the Commodity section and build a Second Commodity Line.
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Click Insert New Line to create a Second Line but this time for Canoes:

Required Fields

Values

CL Description

Fiberglass Canoes

Commodity 12030

Line Type ITEM

Quantity 2

Unit Select EA from the Pick List
Unit Price 400.00

Extended Description

Lake Canoes

ROS - 758- 0800000001- 1- New-

Dhraft

3% 1 PADDLE BOATS $12,015.00
3% v 2 CANDES $301.50

| Actian Menu I

Load Wendor List Ship/Hill Ta Lines

Line Humber CL Description HHem Total Amount Closed Amount | Open Amount

F0.00 $12,015.00
F0.00 301 50

Insert Mew Line Insert Copied Line

First Prev o To Mext Last
Commaodity Group : 1 >

Ship/Bill From Header
Eecaleulate Accounting Line Amount

whk
—wheneral Informgaticn

CL Desgription ;

CAMOES

Cormfnodity ; |12I]3EI

Li

Stock ltenyi Sufiiv

Canoes

]

uantity : [2.00000

Unit: [EA

Unlt Price : |$4IZIEI.?5
LiJ1-Hee:—hﬂ.GE

Contract Arnount ; |$IZI.DEI

Discounted Unit Price _
Service From ;

Fixed Asset:
Commodity Specs

Mo Code Description

Extended Description :

Mon-Reserved Funding Open Amount Total
Iterm Sub Total

Cpen Amount

LAKE CAMNOES

SE801 A0
SE801 a0
Itern Total Amaount
Closed Date
Closed Amount

S F801 a0
Closed Quantity

F201.50

F0.00

0.00a00

21. Click on the Accounting section in the secondary Navigation panel to identify the Accounting
elements for the Canoe Line.

)
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22. Click Insert New Line and complete the following

Required Fields Values

Event Type Let system infer PR02

Accounting See Student Card

Template

Line Description Lake Canoes

Line Amount $800.00

Object Enter “E348” in the Object field in the Fund Accounting section.
NOTE
Select the appropriate Object Code or “E” Codes for accurate
representation of expenditures..

ROS - 758- 0800000001- 1- New- Draft

| Action Many I

Load Wendor List Ship/Hill To Lines

Accounting Summary
Accounting Line | Line Amount | Line Cloged Amount  Line Open Amount Ewent Type

8% ¥ 1 F501.50 F0.00 $201 .50 PROZ
Insert Mewe Line Insert Copied Line First Prewv 2o To Mext Last
Commaodity : 2 >
sk

—wheneral Information

Event Type : |FPROZ Budget FY':
Accounting Ternplate : [CE7OD1 Fiscal Year:

Lake Canoes Feriod :

Line Description : Mumber of Attachments ;
Line Cloged Amount: $0.00

Line Armount ; |$BE|1 A0 Line Closed Date
Line Cpen Amount; $301.50

Referenced Line Amount : $0.00

Fesemed Funding ;| Mo w

~=Funid Accounting

Fund : Ohject: |E348 OBESA
Suh Fund : Suhb Ohject Suh OBSA
Fevenue : Dept Ohject

Department
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20. Click Validate again to check the Requisition for errors.
21. Submit the document to initiate Workflow for approval.
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6 - Purchases Orders (PO)

Under a department’s Small Purchasing Authority, users may elect to create a Stand-Alone Award.
This transaction is processed on a Purchase Order document (PO & PO2). The PO is used for
contracts where procuring goods. The PO2 is used when procuring Non-Professional Services.
Certain delegated Commodities may also be purchased using a Purchase Order. Users will create the
Purchase Order directly from their Procurement Workspace.

On the Purchase Order the user must select the correct combination of Procurement Type and Cited
Authority.

The Process to complete a Purchase Order document is as follows:

1. Access your Procurement Workspace.

2. Click Create Stand Alone Document, select Create Stand Alone Awards and click Purchase
Order 3 Way Match (PO).

3. Click Create to change into Create mode.

4. Enter your document Department Code and document Unit Code into their respective fields.

5. Click Auto Numbering check-box.

6. Click Create to create the PO document. The document opens to the Header section.

7. Complete the required and optional information in the Purchase Order Header:
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PO - 758- 0600000017- 1- New- Draft

Load T and C Ship/Bill To Lines

Load Accounting Profile

Azzemble Document Wiew Assembly Bequest
Header

sk

wieneral Information

Document Mame :

Fecord Date ’—

BudgetFy:|

Fiscal Wear: ’7
Feriod ; ’7

PCard 1D : |

PZard Exp . |

Frocurement Folder

Frocurement Type 1D |24
|Cited Authority . [FAP 220-05-00-30-5 a

Document Description : Building repair

IAccnunting Frofile I
Terms Template

Actual Amount: $0.00
Closed Amaunt - §0.00
Clozed Date :

Canfirmation Order: [

Default Form ; |F'CI_FOR'M |

LastPrint Date : |

Total of Header Attachiments @ 0
Total of All Attachments ;. 0

e The Document Description is required and does print-out.

searchable from various inquiries like the Procurement Document Inquiry (PRCUDOC).

e You may select an Accounting Profile to populate the Accounting Distribution section.
Once you have selected an Accounting Profile, click the Load Accounting Profile link to
populate the Accounting Distribution section with the Accounting lines associated with the

profile.

e Select a Procurement Type ID that corresponds to the business process being followed.

NOTE: It is important to select the Procurement Type prior to selecting the Cited Authority, in order
to filter the choices to only those that are compatible.

The Cited Authority represents the authority which enables a user to enter the specific

document for the amount specified on the document. This list is pre-filtered by your selection in

the Procurement Type field and your department.

NOTE: Do not enter a Budget FY, Fiscal Year, or Period. They will be automatically populated

for vou when the document is submitted to final.

)
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Complete the Purchase Order Contact section:

The Issuer ID field will default to your information. If you are completing the document on
someone else’s behalf then pick their record from the Pick List by clicking on the arrow button
next to the Issuer ID field.

Complete the Requestor ID field, this is used to identify for whom the goods or Services are
being requested, i.e. who will actually be using the items or services detailed on this Requisition.
Pick their record from the Requestor Pick List by clicking on the arrow button next to the
Requestor ID field. Save the document to have the remaining fields populate.

Complete the Extended Description Field (optional). The Extended Description field can be used to
further describe the nature of the requirements being requested. This field can store up to 1500
characters of text. This field does not print.

PO -721- 0600000024- 1- New- Draft

Load T and € Ship/Bill To Lines

Actian Many

Load Accounting Profile

Assemble Document Wiew Assembly Request

Header
Fhk

kGeneral Information

FReference

kContact
FModification
—wixtended Description
Touring Canoes - A blend of all types of performance A
FRecreation Canoes - Steady, maneuwverable, and easy to
- control
Extended Description : .
. Whitewater Canoes - Extremely maneuverable, dry and
buoyant
FPerformance Canoes - Efficent to paddle for shart trips or long »

Complete the Default Shipping/Billing section. If the same Shipping and Billing information should be
used on each line of the Purchase Order then complete this section. When you are creating
Commodity line items you may click on Ship/Bill To Lines to have this information automatically
populated on the line item. (Optional)
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PO - 721- 0600000024- 1- New- Draft

Load T and C Ship/Bill To Lines

Load Accounting Profile

Assemble Document Wiew fssembly Request
Header

&k
FGeneral Information

kReference
pContact
FModification

pExtended Description

wDefault Shipping/Billin
Shipping Location : |113955 a

100 SOWVER BLYD MORTH SHIPPING

Billing Location - 113305

275 EAST malM 5T 4E-A

DOCK 333084
225455 CFC OPS GEMERAL ACCOUNTING
DHPIDIY. OF LABORATORY SERVICE 275 EAST MAIM ST 4E-A
100 5CWER BLYD NORTH SHIPPING FRAMKEORT
DK
FRAMKFORT K
40621
K g
40801
s
Shipping Method li Billing Additional Infa
Free On Board :
Delivery Date : i
Delivery Type : i

)
& caldms

The Shipping Location field is used to identify where the goods requested on the Purchase Order
should be delivered. To select a Shipping Location click on the arrow button next to the Shipping
Location field to access the Shipping Location Pick List. If you already know the Shipping Location
code you may record it directly in this field without accessing the Pick List. The Shipping Location
code, however, must be valid on the Procurement Location reference table.

The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed. To select a Billing Location click on the arrow button next to the Billing
Location field to access the Billing Location Pick List. If you already know the Billing Location
code you may record it directly in this field without accessing the Pick List. The Billing Location
code, however, must be valid on the Procurement Location reference table.

The Delivery Date field is used to enter the date by which you will need the goods being requested
to be delivered.
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¢ Do not complete the Billing Additional Info, Shipping Additional Info, Shipping Method,
Free on Board and Delivery Type fields. These fields are not required. These fields do not
print-out. These areas should be addressed in the Terms & Conditions Section of the Award.

Complete the Vendor section.
PO - 754 0G00000017- 1- New- Draft

Load T and € ShipsBill To Lines

Vendor Line | Vendor Customer | Legal Hame | Line Amount | Modified

+ 1 WC0000q 00016 I TEST 1 FO.00  falze
First Prew Go To Mext Last
Fhk
Flendol
vendor Customer : [v/COODD100016 vendor Contact 1D [PCO01
Legal Mame  IN TEST 1 vendor Contact Mame : |Teresa Shapp
Alias/DBA
Vendor Contact Phone |502-55f1-:151[|
Address Code : |ADEID1
test lane Yendor Contact Phone Ext. :
frankfort Wandor Cantact Email ; |teresa.snapp@ky.gw
k2
40601
s Secondary Reason
Wb Address hitpr
YVendar Preference Lewel © |95 Modified : [false
bDiscount

*» The Vendor Customer code field is used to store the EMARS Vendor Code for the Vendor
being recorded. To find a Vendor click on the arrow button next to the Vendor Customer field
to open the Vendor Customer pick list. On the Pick List page you may search for a Vendor by
Legal Name, Last Name, Alias, and/or Vendor Active Status.

NOTE: If you know part of the Vendor Code field you may type it into the Vendor Customer field
using wildcards (*). When you click on the arrow button, the Vendor Pick List will be filtered by the
value you have entered.

NOTE: The Vendor Address and Contact information will default to this document when it is saved
or validated, if a default Procurement Address is indicated on the Vendor record, if it does not
default, select an Address and Contact Code from the pick lists. The remaining fields will then
populate upon save.
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Click on the Commodity Section of the Secondary Navigation Panel. The Commodity section of the
Purchase Order is used to list all distinct goods or services being requested.

Click Insert New Line to build Commodity Lines.

NOTE: You can insert multiple blank lines, then complete each line separately or you can copy a

line by highlighting the line and clicking the “paper” icon then clicking the Insert Copied Line link.

PO - 758- 0600000017- 1- New- Draft

Load T and C Ship/Bill To Lines

Line | CL Description | Line Amount | Modified
b4 v a false

Insert MWew Line Idsert Copied Line

First Prev Go To Mewxt Last
Wendaor 1: WEO000400046 >

Load T and C Ship/Bill From Header
Becalculate Accounting Line Amount

sk
wiheneral Information

CL Description :

Warehouse ;
Commodity
Stock Iterm Sufi

Supplier Part Mumber ; |
Line Type : R
Cuantity ; |
unt:[ B
LInit Price

|
Discounted Unit Price : |
|

List Price :

Contract Amount

Service From :

T & C Template :

Fixed Asset: [
Lock Order Specs - [

Lock Catalog List Price :

Wendor Preference Lewvel

Cammaodity Specs

Extended Description :

hodore Text
Mon-Reserved Funding Open Amount Total :
[tern Sub Total
Tax Amount :
Line Amount :
Cloged Amount

)
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Complete the required fields for the General Information section.

PO - 758- 0600000017 - '1- New- Draft

Action Meru

Load T and C ShipdBill To Lines
CL Description Line Amount | Medified

.4 - 1 Repairs to Headguarters 402500 false
Insert Mevw Line Insert Copied Line First Prew Go To Mext Last

Mendor 1: WEODDO10009G >

Load T and C ShipdBill From Header
Becalculate Accounting Line Amount

Discounted Unit Price : |$D.DD

sk
~whenekalliformiation
CL Description Floating Courtesy dock T & C Template
Fixed Asset: [
¥arehouse : Lock Qrder Specs : [
Commaodity ;{90922 q Lock Catalog List Price
Stock lterm Suffix | Wendor Prefarence Level : |99
Building Construction, Mon-Residential
(Office Bldg., ete.)
Commaodity Specs ;
Supplier Part Mumber : |
Line Type : | Service v|
T The purpose of this project is to *
Quantity: |D-DDDDD design and construct a floating
- Extended Description : |courtesy dock at the Barren River
Ll State Resort Park boat rarmp. The s
p
Unit Price : |30.00 hore Tet
Non-Resered Furmm oot T o3 oD

ltem Sub Total ; $4,025.00
List Price : |$0.00 Tax Amount : §0.00

Line Amount: $4,025.00
| I Contract Amount ﬁ& aﬁ | o o AR

The CL Description field should be used to record a brief description of the good or service
being requested. This field does print-out on all documents and is used on subsequent
Procurement Documents. This field is displayed in the grid area of the Commaodity section
in order to help you identify which line you would like to inspect or modify.

The Commodity field is used to store the NIGP Commodity code that closest matches the
item or service being purchased. This field is used primarily for classification purposes.
When creating a Purchase Order it is important to make the first Commodity the one that is
most relevant to the Purchase Order as a whole. The first Commodity code is used by
EMARS to determine which office will receive the Purchase Order for processing.

The Line Type field is used to select how the cost of the line item will be established.
Generally speaking, goods should be recorded with a Line Type of ltem, a Quantity, Unit of
Measure and Unit Price and Services should be entered as Contract Amount.

o When you know the Unit Price a Line Type of “ITEM” should be selected. The Unit of
Measure, Unit Price, and Quantity are required.

o If the unit cost is unknown or not applicable the lump sum cost of the line should be
recorded in the Contract Amount field. In this case a line type of “Service” should be
selected.

]
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e The Extended Description field should be used to provide a detailed description of the
desired item. Up to 4000 characters of information can be stored in this field. To access
a larger field in which to type the extended description click on the More Text link.

NOTE: To insert a TAB into the Extended Description field the user must press [Ctrl]+[Tab]. The
Extended Description field located in the Commodity Section should be used for item specification.

The purpose of this project is to s

design and construct a floating
Extended Description | |courtesy dock at the Barren River

otate Hesort Park boat ramp. The

Commodity Extended Description

hlenu

Sgwe Cancel Retum to Line tem Yendaor Line Mumber ;1 Commodity Line lterm: 1

The purpose of this project is to design and construct a floating courtesy dock at the Barren River State
Resort Park boat ramp. The base bid is for the courtesy dock at surmmer pool only with a design that
would suppont future conversion to winter use as well. Additive Alternate 1 includes all necessary
design and construction features for conwersion to and function at winter poaol. The boat dock should be
useable at the specific pool elevations and variations within a suitable range from these elevations.
Access from the boat ramp to the courtesy dock is also required for the base bid and for Additive
Alternate 1. Access and the dock itself shall meet current requirements of the ADA Accessibility
Guidelines for Marinas and Boating Facilities and other applicable ADA criteria. A general location map
is included as Attachment 1. The general configuration of the dock and access shall be similar to that
shown on Attachments 2 and 3. Additive Alternate 2 far this project includes the design and
construction of a suitable concrete sidewalk access from the autormobile and trailer parking lot to the
courtesy dock. The successful bidder will also be responsible for design and construction of any
earthwork necessary in the perfarmance of the cantract.

Complete the Shipping/ Billing information section.
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wShipping/Billing
Shipping Location : {111128 Billing Location : (111129
107 CORPORATE DRIVE 100 FAIRCAKS LAME 5TH FLOOR
504269 428305
035 AGR PESTICIDES 035 AGR SHOWY & FAIR PROMOTIONS
107 CORPORATE DRIVE 100 FAIRCAKS LAME 8TH FLOOR
FRAMEFORT FRAMKFORT
k2 kXY
40601 40601
s s
Shipping Methad ;
Free On Board - li Additional Info
Delivery Date :
Delivery Type w
Additional Info ;

e The Shipping Location field is used to identify where the goods requested on the Requisition
should be delivered. To select a Shipping Location click on the arrow_button next to the
Shipping Location field to access the Shipping Location Pick List. If you already know the
Shipping Location code you may record it directly in this field without accessing the Pick List.
The Shipping Location code, however, must be valid on the Procurement Location reference
table.

e The Billing Location field is used to identify the Accounts Payable Office where the Vendor’s
Invoice should be mailed. To select a Billing Location click on the arrow button next to the
Billing Location field to access the Billing Location Pick List. If you already know the Billing
Location code you may record it directly in this field without accessing the Pick List. The Billing
Location code, however, must be valid on the Procurement Location reference table.

e Do not complete the Billing Additional Info, Shipping Additional Info, Shipping Method,
Free on Board and Delivery Type fields. These fields are not required. These fields do not
print-out.

NOTE: The Ship/Bill to Lines link at the top of the Header section can be used to populate the bill
to and ship to address entered at the Header to all Commodity lines.

Complete the Specifications section (Optional). This section may be used to record additional
information that you feel should be stored separately from the Commodity Line extended description.
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Navigate to the Terms and Conditions Section and Add Terms and Conditions by selecting Insert
New Line. The Terms and Conditions (T&C) panel lists all the T&Cs that will be assembled into the
Final Version of the Purchase Order. When selecting the information for the T&C field, always use the
Pick List. If you manually type in this field it will not populate the Section field, which upon validation will
return an error. You may attach a Word XML document you have created yourself to the “FREE” (Free
Form Clause) or you may pick another set of Terms & Conditions from the eMARS database. Limit
one attachment per Inserted Line.

To make an attachment to your Terms and Conditions section of the document, navigate to the
Action Menu and select Attachments.

a MS Adwantage - Microsoft Internet Explorer

A DV‘ANT‘AGE Home  Personalize  Help  Accessibility  Logeut

it 29 A e Budget urting  Procuremert

& = PO - 758- 0600000018- 1- New- Draft

S e | Actian Meny I
Load T and C Ship/Bill To Lines
Section | TR C Hame Date Inc by Modified
3% + 1 5_05TR  0STRAMS SPCO S0OL STAMDARD 01012006 by fulltest  falze
Insert News Line Insert Copied Line First Prev o To Mext Last

TaC:[f0sTR B Linc oy by fulltext =1
Mame - [DSTRANS SPCO 50| ST. Modified - [false
Section - I1 T&C Attachiment File Mame © 8_08TRAMNS =ML
Sequence I—
Drate W
El
Details
[

r Save T LUmdz T Print T Vialfdate T Submit T Close ]

Menu

l_ l_ l_ l_ l_ |\§ Local intranet 4
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The MS-Word documents that you would like to include must be saved in MS-Word as .XML before
they can be attached.

UL UITIENLE - KL IUSU

I Fle Edit Wew Insert Format  Tools  Table  Window  Help
N EE RS RITEI GBS 9 o8O EBEL ™ -0 Heeal
| Save As E]
Save in: |h“—_"| ky_training_HLD v @ - @ X i &~ Tooks-
©) I
My Recent
Documents
=
[
Deskkop
My Docurnents
My Compuker
% Eile name: Eres Eorm T vl wo | [ ] apply transform
Ty Metwork ; [] 5ave data only =
Places Save as bype: |XML Document ¢, xml) V|

When creating your MS-Word Terms & Conditions document please observe the following rules:

Do’s:

Do set your top margin of your Word Document to 1.5

Do save the document as an .XML file if you are using MSWord 2007 save the
document as a 98-03xml.

Do add Supporting Documents when necessary. These documents must also be in
XML format, but they will appear below the Terms and Conditions when the document
is assembled. If multiple attachments are used, there will be a page break between
each attachment. If you insert a line accidentally, you need to delete it by using the
scissor icon.

Do use “Normal” formatting for all text.

Do use “Grid” formatting for all tables.

Do clear all formatting, and then reformat your bolding, bullets, and justifications if using
an existing document for the first time.

Do select the “Free” Terms & Conditions, then delete the attached file and upload your
XML document. If you have inserted a link to a picture(s) in your document, you must
upload the picture file(s) after you have uploaded the . XML file.

Do attach any type of document, regardless of file type in the Header section.

)
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Don’ts

Don’t use Section breaks — the assembly process stops at the first section break.
Don’t use Page breaks — these are ignored in the assembly process.
Don’t use Track Changes.
Don’t add Terms & Conditions to the Commodity T&Cs section — add to the Terms
and Conditions section only.
Don't insert blank lines in the Supporting Documents section.
Don’t insert objects directly into the document.
o If you have a picture, you must insert as a link to the file.
o Attach any documents as Supporting Documents or in the document Header
section.

Uploading Picture Files to your PO

Insert | Format  Tools  Table  Window  Help

Break. ..

B F 9 @

_| Picture

]

|8 From File... I][ﬂ -~ 4

=% Hyperlink...  Ctrl+k ¥ = =

Lok in: | I5) boat £ ~ Tools -
{ 23
My Recent
Documents 2 1 [~
,—,-[': i
Deskkop splash.jpg images.jpag
My Documents
oL
My Cornpuker
h E File narme: | w | Insett |-
Iy Metvaork, :
Places Files of bype: |.ﬁ.|| Pictures {*.emf;* wmf;*.jpg;* . jpeg;*.fif;*.jpe; *.png; » | Insert
Link ko File
Insert and Link

C
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When you upload the . XML file to EMARS you must upload the pictures as a separate attachment to
the T&C.

Attachments

henu

File Hame | Type | Date | User ID | Primary State

First Prew Mext Last

Upload Ddwnload Delate Restore

ame :
Type: .
W Description :
Date :

serlD:

Pritnary State

Beturn to Document

Wisw Attachment Histony

From the Attachment page click on the Upload link.

Upload Attachment

Meny
Upload Cancel

Aftachment File : | | (Browse.. ] I
1

Description : |

Aftachrment Type : | Document <hL V|

On the Upload page click on the Browse button to find the image file.

Choose file

Laok in: |@ boat ﬂ cF E-

D |.

iy Recent
Diocuments

@

Desktop

images.jpg splash.jpg

i
L

by Diocuments
.

My Computer

My Metwark  File name: |splash.ipg ﬂ &I
Flaces
Files of type: |AII File= [*7] j %
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Select a .jpg or .gif image and click the Open button.

Upload Attachment
Menu
Upload ncel

ent File : |C:".,D|:u:uments and Settings\mshauwthdy DDcumentSHMy{[ Browse... |

Description : |Image of Boat Dock

Aftachment Type © | Image b

Dlocurnent =kl
Document xML-Surnmary
Imagels) zipped

Standard
Froprietary

Select the Attachment Type of “image” and type in a brief Description. If you are uploading
multiple pictures please zip the pictures into a single file a select the “Image(s) zipped” option. Click
on the Upload link.

After the Upload action has completed successfully, you will be transitioned to the Attachments
page where you will see the image attachment listed.

Attachments
henu
File Hame Type Date | User ID | Primary State
¥ G_0STRAMS xml Document xbL 352906 mshaw  Mew
=plazh jpg =l 2906 mshaw  Mew

Firsl PTET MEal o=t

Upload Download Delete Restore
File Mame : 8_08TRAMS xml
Twpe 4
Date ; 329086
User|D: mshaw
Frimary State ;. 0

Eeturn to Document |

Wiewy Attachment Histony

Description

When uploading attachments at the Header level, be sure to select Standard as the Attachment Type.
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Identify the Accounting elements for each Commaodity Line.

The Accounting Section Panel will need to be manually completed if a template or profile is incomplete
or has not been used. The Panel displays all Accounting lines referencing the parent Commodity line.
Each Commodity line will require an Accounting line.

PO - 758- 0800000001- 1- New- Draft

Load T and C Ship/Bill To Lines
Line Line Amount Line Clogsed Amount Line Open Amount | Modified

&% v o $4,025.00 $0.00 falze
Inzert Mew Line Insert Copied Line First Prev o To Mest Last
Commodity 1: 92619 >
sk

wieneral Information

Event Type © |PRO7 Budget Fy
Accounting Template ; JCEFOO1 Fizzal Year:
Dock Repair Feriod :

Ling Description : Freight % : |E|.IZ|IZIDD

Modified : |false

Ling Arnount : [§4 025 00 Mumber of Attachments ; 0
" Line Cloged Amount : $0.00
Line Clozed Date :
Line Open Amount :
Referenced Line Amount : $0.00

Reserved Funding ;| Mo

Complete the required fields for the Accounting General Information section:

The Event Type is used to determine what posting codes will be used while bringing in specific rules
fro data entry concerning referenced transactions, customer codes, vendor codes and all defined chart
of account elements in the system. The DO document uses the following Event Types:

Encumbering Event Types:
e PRO05- Order from External Vendor (default)
e PRO06- Order from Internal vendor

Non-Encumbering Event Types:
e PRO07- Non-Accounting Order

Select the Accounting Template by selecting the pick list nest to the field. Accounting Templates are
used to populate the Fund and Detail Accounting elements in the document. Elements of the
Accounting Template are inferred after the document is validated. Any values entered by the end user
either before or after the template has been inferred will override any values from the template.

Indicate the Sub Total Line Amount. This is the amount that is allocated to this Accounting Line. The
sum of all Accounting Lines must equal the referenced Commodity Line.
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View the Fund and Detail Accounting elements. These elements will be inferred if an Accounitng
Template is used or may be added by the user.

Select the appropriate Object Code or “E” Codes for accurate representation of expenditures. Use
the Expenditure Object Classification report within the Statewide Reports/Chart of Accounts folder or
the spreadsheet posted at http://finance,ky.gov/internal/leMARS/Chart+of _Accounts.htm to aid in your
selection of proper Object Codes. Contact your agency’s Fiscal Officer to determine specific codes
when necessary.

Click the Return to Document link.
Click Validate to check for errors.

To Assemble:

1. From the Header Section click on Assemble Document
. Click Submit Assemble Request
3. Click on Refresh, You should see the status as Successful (You may have to click refresh a few
times before the assembly job finishes and you see a Successful Status).
4. Click Back to return to the document

To Print the Assembled Form:

Return to Header

From the Action Menu, select Attachments.

Click download.

While the PDF document is open use the File Menu Options to either print or email the
document.

hpwn =

Click Submit the document to initiate workflow approval.
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g caldms 96 of 161



eMARS Course 601 — General Procurement

Exercise 3 — Create a Purchase Order (PO) for a Small Purchase Contract

Scenario

Your department needs to have repairs performed to your dock. After obtaining the required three
quotations you decide to Contract with a certain bidder to provide the materials.

Task Overview

You will create a new Purchase Order (PO) document from the Procurement Workspace to encumber
funds for this small purchase. You will create the PO document, select the correct Procurement Type
and Cited Authority, select the Vendor, add one Commodity line, and enter an Accounting
Distribution to apply.

Procedures

1. Access your Procurement Workspace.

2. Click Create Stand Alone Document , select Create Stand Alone Awards, and click Purchase
Order 3 Way Match (PO).

3. Click Create to change into Create mode.

4. Enter your document Department code and document Unit code into their respective fields. Check
the Auto Numbering check-box.

5. Click Create. The PO document opens to the Header page.
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PO - 785- 0600000016- 1- New- Draft

Document Mame : |

Record Date :

| Action Meny I
| Load T and C Ship/Bill To Lines
Load Accounting Profile |
Aszembly Regquest

Header

sk

~wGeneral Information

PCard D : |

PCard Exp

Frocurement Folder :

Ciocument Description :

Budget Fv': Frocurerment Type : Standard Goods
Fiscal Year: li FProcurement Type 1D |24
Period : Cited Authority - [FAP 111-55-00-G
Small Furchase-Goods

Materials for Dock Construction

Accounting Profile : |CE7000

Actual Amount: $4,025.00
Closed Amount: §0.00
Closed Date :

Terms Template : |
Canfirmation Qrder: [

Default Form |F'O_FORM

Last Print Date : |

Total of Header Aftachments 0
Total of All Attachments @ 1

6. Complete the required and optional information in the Purchase Order Header:

Required Fields

Values

Document Description | Materials for Dock Repair

Procurement Type

24 (Standard Goods)

Cited Authority

FAP 111-55-00-G

7. Complete the Purchase Order Contact section:

Required Fields

Values

Issuer ID

Leave as Defaulted.

Requestor ID

Select your User-ID from the Requestor Pick List. Save to populate

)
& caldms

98 of 161




eMARS Course 601 — General Procurement

8. Complete the Default Shipping/Billing Section. If the same Shipping and Billing information should
be used on each line of the Purchase Order then complete this section. When you are creating
Commodity line items you may click on the Ship/Bill To Lines to have this information
automatically populated on the line item. (Optional)

PO - 785- 0600000016- 1- New- Draft

Action Menu

Load T and € Ship/Bill To Lines

Load Accounting Profile

Azzemble Document Wiew Aszembly Request
Header

Fhk

kGeneral Information

bReference

kContact
PModification
kExtended Description

wDefault Shipping/Billing

Shipping Location ; [1955

Billing Location : 1956

GREEM RIVER BOYS CAMP
1845 LOOP DREIME

BOVWLIMNG GREEM
b
42101-3601

s

Shipping Method |
Free On Board |
Delivery Date : |05/18/2006

Delivery Type :

GREEM RIVER BOYS CAMP
1844 LOOP DREIVE

BOWILING GREEM
k2
42101-3601

(=1

Billing Additional Infa

Required Fields | Values

Location

Shipping See Student Card

Billing Location | See Student Card. Save to populate Shipping and Billing information.

Delivery Date Enter One month from today
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8. Click Vendor on the Secondary Navigation Panel. Complete the Vendor section.

PO - 785- 0600000016- 1- New- Draft

| Actian Meny I

Load T and C Ship/Bill To Lines
Vendor Line | Vendor Customer Legal Hame Line Amount | Modified

Weh Address hitpir:

YWendor Freference Level : |99 Modified : false

s 1 AC00o0100042 A& and K Construction F4.02500 falze
First Prev Go To Mesxt Last
Fh
“lendor
rac]  |vendor Customer : [vCOOO0100042 wendor Contact 1D : [PCO02
Legal Mame : A and K Construction wendar Contact Name : |James Allison
AliasiDBA
Vendor Contact Phone : [S02-227-1520
Address Code |ADEIEIQ |
5117 Charter ik Dir Wendor Cantact Phone Ex. :
Paducah Yendor Contact Email |
kX
42001
s Secondary Reason :

r bDiscount
Required Fields Values
Vendor Customer Select Vendor 2 from your Student Card.

9. Click on Commodity in the Secondary Navigation Panel. Click Insert New Line.

10. Complete the required fields for the General Information section.
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eMA

PO - 785- 0600000016- 1- New- Draft

| Actian Menu I
Load T and € Ship/Bill Ta Lines
Line CL Description Line Amount | Modified
b4 - 1 Building Materials for Lake Dack $4, 02500 false
Insert Mew Line Insert Copied Line First Prew o To Mext Last

Vendor 1: WCOODD {00042 >

Load T and C Ships/Bill From Header
Becaleulate Accounting Line Amount
sk

~wGeneral Information

L Description Building Materials for Lake Dock T&C Template :
Fixed Azset:
Harenouse ,— Lock Qrder Specs

Comrmodity : |93614 I
Stock Itern Suffix

Buildings and Structure Maintenance and
Repair {Partahle, Mo

Lock Catalog List Price :

Yendar Prefarence Leval

Commodity Specs :

Supplier Part Mumber :

IJne Type | Senvice V||

| Quaantity : |0.00000 I

Lurnp Surn for all materials required
for the repair of the dock at the =

Unit ,7 Extended Description : |Green River Boys Camp. -
I Unit Price : |$01.00 I hore Texd
) - Mon-Resered Funding Open Amount Total © §4,025.00
Discounted Unit Price : |$D,DD ltern Sub Total : §4.025.00
List Price : [$0.00 Tax Amount : §0.00
ICuntractAmnum: $4.025.00 I B Lln? f'\mDUnFZ $4U2SUU

Required Fields Values

CL Description Building Materials for Lake Dock

Commodity 93614

Line Type Service
Quantity Leave blank.
Unit Leave blank.
Unit Price Leave blank.
Contract Amount $925.00

Required when the Line Type is Service

Service From

One Month from Today

Service To One Month from the Service From Date listed above.
Required when the Line Type is Service
Extended Enter a description for the project
Description
[
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Lump Sum for all materials required #
for the repair of the dock at the
Extended Description © |Green River Boys Camp.

W
fbore Text
Commodity Extended Description
Meny
Save Cancel Retum to Line tem Yendor Line Mumber: 1 Commaodity Line lterm: 1

Lurnp Surn for all materials required for the repair of the dock at the Green River Boys Camp.

Materials List:

High strength marine grade stainless steel hardware engineered and manufactured to make a long
lasting dock frame that you will enjoy for a lifetime. Our complete hardware kit enables you to build any
size up to an G ft. by 16 ft. dock or & 12 ft. by 12 ft. swim float, The "Dock-In-A-Box" also containg all
the galvanized bolts, nuts and washers required. A set of step-by-step detailed plansfinstructions are
alzo included, explaining assembly and lumber requirements for your dock or float.

The rugged, high density molded shell of our flotation unit is impact resistant and filled with a premium
palystyrene foam core (EFPS). Easy to install on new or retrofit your old dock with the 1" wide mounting
flange.

Lumber

A, Each piece of lumber ar plywood shall be dried prior to treatment and shall comply with applicable
standards. Material to be treated with an oil-borne solution shall be air dried or kiln dried to & moisture
content of 19% or less.

B. Finished lumber shall be milled to finished size and shape prior to treating. Assemble after treating.
Plywood may be treated in regular size panels. Framing lumber for rough carpentry does not require
milling to size prior to treatment.

11. Complete the Shipping/ Billing information section. Click the Ship/Bill To Lines link. See arrow
in above picture.

Required Fields | Values

Shipping Click Ship/Bill From Header. This is located at the top of the page
Location

Billing Location | Leave as defaulted
Will default when Ship/Bill From Header is selected

Delivery Date Leave as defaulted
Will default when Ship/Bill From Header is selected

12. Add Terms and Conditions (T&C). The Terms and Conditions section lists all the Terms &
Conditions that will be assembled into the Final Version of the Purchase Order. You may attach a
Word document you have created yourself or you may pick Terms & Conditions from the eMARS
database.
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g caldms 102 of 161



eMARS Course 601 — General Procurement

Note: All files attached in the Terms and Conditions section of the document should be
saved as . XML

Please follow these steps to select a standard Terms & Conditions.
13. Click on Terms and Conditions in the Secondary Navigation Panel.

14. Click Insert New Line

Required Fields | Values
T&C DMPSO01
Inc by Change to by Full Text

PO - 758- 0600000011 1- New- Draft

Load T and C ShipdBill To Lines

Section  T&C Hame Date Inc by Maodified T&C Attachment File Hame
&b ~ 1 DMPS01  Small Purchase Boierplate 010102008 by full text false 13_DhPSOT Rl
rmmmﬂ Copied Line First Prew 3o To WNesxt Last

General Information

T&C: |DMPSOT

nE by by full text w

Marme - [Srall Purchase Doilerplat Mod e falSe
Section - ’17 TE&C Attachment File Mame : 13_DMFPS01 =ML
Sequence ;
Details :

r Save T Uiy T Print T Validate T Subrmnif T Close ]

Menu Wiew Aszembly Reguest

15. Click Attachments link from the Action Menu. This will allow you to download a copy of the MS-
Word document for you to view. You can modify this document and upload in production or in
the playground environments. Please do not attempt this in this exercise. Many users are
unable to save the document for local access.

16. Click on the Accounting section in the Secondary Navigation panel to build your Accounting
Line(s).
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PO - 758- 0800000001- 1- Hew- Draft

| Action Menu I
Load T and C ShipdBill To Lines
Line Line Amount Line Closed Amount Line Open Amount Modified
3% v o $4,025 00 .00 talse
Insert Mew Line [nsert Copied Line First Prev o To Mext Last
Commodity 1: 93694 >
i

~=General Information

Ewvent Type : [PRO7 Budget Fy
Accounting Termplate : |CEF001 Fiscal Year:
Daock Repair Feriod :

Line Description Fraight % : |D.DDDD

Modified : [false

Line Amount: |$4,I325.DEI Mumber of Attachments : 0
Line Closed Amount : §0.00
Line Closed Date
Line Qpen Amount
Referenced Line Amount : $0.00

Reserved Funding ;| Mo g

17. Click Insert New Line. Enter in the following in the required fields:

Required Fields Values

Event Type Choose PRO7 from the Pick List

Accounting See Student Card

Template

Line Description Material for Dock Repair

Line Amount $925.00

Object Enter “E703” in the Object field in the Fund Accounting section.
NOTE
Select the appropriate Object Code or “E” Codes for accurate
representation of expenditures.

18. Click Validate to check the Purchase Order for errors.

To Assemble:

1. From the Header Section click on Assemble Document

2. Click Submit Assemble Request

3. Click on Refresh, You should see the status as Successful (You may have to click refresh a few
times before the assembly job finishes and you see a Successful Status).

4. Click Back to return to the document
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To Print the Assembled Form:

Return to Header
From the Action Menu, select Attachments.

Click Download.
While the PDF document is open use the File Menu Options to either print or email the

document.

OO~

22. Submit the Document to initiate Workflow for Approval.
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7 — Receiver (RC)

Unless a Department has obtained an exception from the Office of the Controller, all Order transactions
for goods will require a Receiver (RC) to be recorded in the system. For services, a Receiver (RC) is
not required. All 3-way match documents will require a RC document in order to produce payment.
Some examples of 3-way matching documents are PO, DO, CT, and CTT1 (KYTC Only) documents.

e Department staff will use the Receiving Search (RCSRCH) page to select the Award document
(e.g., Purchase Order/Contract/Delivery Order) and item lines to be received.

e A Receiver (RC) document is automatically generated referencing the award. Department staff
submits the receipt.

e Users can attach a file (such as the scanned packing slip) to the Receiver (RC) as needed.
e The Receiver (RC) does not require additional approvals. The submitter is the only approver.

The process to record a Receiver (RC) is as follows:

Access the Procurement Workspace and click Receive Goods, select Search for Matching Award
to Receive, click Receiving Search (RCSRCH) . The Receive Search Page opens.

Find the Award Document (PO, CT, DO, CTT1) for which you wish to record by executing a search
using any or all of the following parameters: Document Code, Department Code, Document ID,
Procurement Folder, Vendor Code, Commodity Code, Commodity Description, Shipping
Location Code, Issuer Code and Requestor Code.
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Receiving Search

henu

Memao Receipt Bronse Clear

Do Code IDO Commodity Code I—
Department : I?:':"Ei— Shipping Location Code | I—

Doc D [0700000052 lssuerCode:[ 3

Procurement Folder : I— Requestor Code : I—

wendar |
Doc Code | Department Doc ID Phase Description Vendor Name # of Lines Date
« D Vo 0700000052 Final Breakfast Food Order  %CO000100034  3%3C0 Food Services of Louisvile 2 1042007
Lo Eirat Er Ela-t L a4

Select Lines To Receive

Once the award document has been found, you can select the individual award Commaodity lines to
receive. In the Results Grid select the award in question and click the Select Lines to Receive link.
The Receiving Search Select Lines page opens.

Select lines to add to the Receiver (RC). This page allows you to select the lines that you want to
receive. You can do this in one of three ways:

¢ Individually select the lines that you want to receive.
e Select the Receive All Lines option - This will select all of the lines for you.

e Select the Receive All Unselected Lines option - This will receive only those lines that you do
not have selected. Use this option if you have multiple lines that you want to receive and only a
few lines that you do not want to receive.

After you have made one of the above listed selections, you can click Receive, or select Cancel to
return to the Receiving Search page.
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Receiving Search - Select Lines

Menu

v Receive All Lines

Fecerve Al Oneel=cied Lines

Document

d Commodity Commodity Description

Quantity | Contract | Final i Description

SYRUP
v 1 0700000052 39332 Syrups and Molazses (Except Fourtaing - 0.00000 fo.oo [ 1000000 CASE F2.41 PANCAKE & F0,
WAFFLE
v 2 0700000052 35556 Pancakes and Waffles 000000 §000 [ 10000000 CASE $7.06 g{ig:ﬁ H0,
S lext Last
Beceive Chncel

Complete the General Information section of the Header. The only field required in this section is the
Receiving Location field (same as the Order’s Shipping Location).

RC - 758- 0700000001 1- New- Draft

Actian Many

sk
—wheneral Information

;l Receiving Location I3935

Received Date ; |1DM4EDD?

Document Mame :

Allow Part. Recpts. . W

Receiver: |StudentEIEI
FefDoc Code |DO
eMARS Trainer
Ref Dac Dept : |758 A02 573 620G
Ref Do ID : |0700000052 Ext: |
Procurerment Folder : 36304 studenti@iy. qov

Procurement Type

r PExtended Description

r BOocument Information

Top

S
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eMA

Complete the Commodity section. The Commaodity section is where you record the quantity received or
the quantity rejected. If you are receiving a Service line you will record the dollar amount in the
Received SC Amount.

RC - 7538- 0700000001- 1- New- Draft

| Action Wanu I
Commeodity Line | Commodity | Received Qty | Rejected Oty | Received SC Amount | Total Oty Received
& 1 39332 10.00000 &.00000 000 200000
& ~ 2 38556 10000000 10000000 F0.00 000000
Inzert Mew Line Insert Copied Line First Prew o To Next Last
Fh
~wGeneral Information
Line Type :Iltem vI Commodity Match Type : 3
Ref Award Line |2 MSDS Required : |1
_| M30DS Received : [T
e WMWAFFLE BELGIARN —
L Description | -] Ehipment Indicator | Final =] EJ
Commadity : [38556 Conarian ; |
Stock tern Suffix =
nit ICASE Feasaon :
Crdered Gty 10000000 ;I
Received Gty |1DD.DDDDD =
Rejected Oty |1E|D.DIZIEIDIZI Comments
Total Oty Received ; 0.00000 Ll
Ordered SC Amount: §0.00
Received SC Armount |$E|.IZID
Fancakes and TWames =]
Commuodity Description :

e The Received Qty is the count of the number of units received (Conditionally Required).

e The Rejected Qty is the count of the number of units rejected and sent back to the Vendor for
whatever the reason (Conditionally Required).

e For “Service” Commodity lines you must record a dollar amount in the Received SC Amount
instead of a Received Qty.

e The Shipment Indicator field is used on the Receiver to determine how the Order should be
referenced.

o Partial — When this line on the Receiver (RC) should close only a part of the referenced
award document, then the partial type is used. This is the default reference type for
most situations.
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o Final — When the line on the Receiver (RC) should close out the remainder of a
referenced document, then the final type is used. Common logic determines this
reference type in the certain situation where the referencing line amount is equal to or
greater than the referenced award amount.

e A Condition code must be provided in the case where a partial receipt is recorded. Similarly, if
the Received Quantity exceeds the Contract Amount but within tolerances, a valid Condition
Code must be provided.

e For underages and overages you must document a reason in the Reason field (Conditionally
Required).

Click Validate to check for errors and then Submit the Receiver (RC)

NOTE: The Receiver (RC) does not require approvals. If no errors are found, the Receiver will
submit directly to Final.

NOTE: Once the RQS is submitted to final, Commodity lines cannot be deleted from the RQS.
When the award document is created, you may select which Commodity lines you want to bring over
to the award document.

How to Print the RC:

ok~ N~

6.

Select Print located at bottom of page.

Print page opens, Click Print and print job returns “Submitted Successfully”.

On the Action Menu, select “Attachments”

Highlight a row that has the Document ID on it (do not highlight the row with XML in it)

Select Download. You should get a pop-up window (assuming you have Adobe on your PC)
asking you to either open or save the file.

Select Open. This will open a session of Adobe and open the file.

Print the document from Adobe.

NOTE: If you select Save, you can then save the file in case you need it later.
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Exercise 4 — Process a Receiver (RC) Document

Scenario

You are responsible for documenting the receipt of goods so the Vendor can be paid for fulfilling the
terms of the award.

Task Overview

You will search for the Delivery Order you created in Exercise 1 by Department, Vendor, or
Document ID. You will select lines for receipt, and you will accept some items and reject others.

Procedures

1. Access the Procurement Workspace and click Receive Goods, select Search for Matching
Award to Receive. The Receiving Search Page (RCSRCH) opens.

Cost Accounting

Procurement  Accounts Pavable Accounts Receivable

Budget

Receive Goods

Menu

Enter_ Bid Responses Fecord receipt of goods in the system.
Receive Goods

Search for Matching Award
Enter Yendor Invoice
Create Stand Alone Pa

= Search for Matching Award to Receive
Search for eligible amardz. Filter by wvour depatment.

Workload Management
Quick Links

s

2. Search for the Delivery Order you created in Exercise 1.

Search Options Values

Doc Code DO

Department Enter or Search for the Dept Code from your Student Card
Issuer Code Enter your Student ID from your Student Card

3. Click Browse. The Receiving Search page opens.
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Frocurement

Sawe Restart Save Al Cl

Enter Bid Responses
Receive Goods
Search for Matching L
~ Receiving Search (RCS

Enter Vendor Invoice

Create Stand Alone Pa
‘Workload Management
Quick Links

Vendor Maintenance

Receiving Search

Budoet

Accourts R

Home  Personalize  Help  Accessibility

Procuremert

hemo Receipt Browse Clear

Doc Code : IDO
Department : I?SB

Commodity Code

Shipping Location Code I

Doc D |

ProcurementFoIder:l

Requestor Code

Vendor:l

Doc Code | Department
v D 758

Doc ID Phase

0700000052 Final

Description

Breakfaszt Food Order  %CO000100034  SY35C0 Food Services of Louisville

Issuer Code

Vendor

hdeny

:IStudentDD
I

#of Lines Date
2 10042007

Copy First Prev Hext La:
Selectlines To Receive

=10l x|

l_ l_ l_ l_ l_ |‘d Local inkranet

4. Select the line for your Delivery Order (DO). (Please make sure to select your own.)

5. Click Select Lines To Receive. The Receiving Search — Select Lines page opens.

)
5 caldms

112 of 161



eMARS Course 601 — General Procurement

Home Personalize Help Accessibility
Budoet ourting  Procuremert

Frocurement
Save Restart Sawve Al CI

Receiving Search - Select Lines

; : Menu
Enter Bid Responses
Receive Goods [V Receive Al Lines
Search for Matching A I_ Receive All Unzelected Lines
~ Receiving Search (RCE
Enter Wendor Invoice
Create Stand Alone Payn]
Workload Manageme:
Quick Links
Vendor Maintenance

CL
Quantity | Contract Description

Commodity Description

SYRUP
I 1 0700000052 38352 Syrups and Molasses (Except Fourtain) — 0.00000 §o0.00 [ 1000000 CASE 1241 PAMCAME &
WAFFLE
v 2 0700000052 358556 Pancakes and Waffles 0.00000 §0.00 [ 10000000 CASE $17.06 g\é?_’:;:EN

st Brey Mext Last

|
l_ l_ l_ l_ l_ |\d Local intranet

6. Check the boxes next to both of the lines from the order that you want to receive.

7. Click Receive. A Receiver (RC) document opens with the Delivery Order (DO) reference
information already included.
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RC - 758- 0700000002- 1- New- Draft

sk
—=General Information

| Action Menu I

Document Mame - Breakfast Food Order

Allowe Part. Recpts. v

Ref Do Code |Do

Ref Doc Dept: 768

Receiving Location I3936
Received Date I1EIIEI4I2I]EI?
Receiver : IStudentDD

eMARS Trainer
a02 573 6E06

KN 0

Ref Doc 1D - |0700000052

Frocurement Folder : 36304
Frocurement Type : Delivery Order

e[

student@ky. ooy

r kExtended Description

r kDocument Information

Top

T Lirndo T Print T Valdate T Subrmf T Clozs ]

Menu

8. Enter the following fields on the General Information section.

Required Fields Values
Receiving Location | Use the Shipping Address from your Student Card.
Received Date Enter Today’s Date.
4
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AMS Advantage - Microsoft Internet Explorer

’I I\m\ A DV;ANT;A&G E . : Personalize  Help  Accessibility  Logout

Budget

Frocurement « @ View Al (1 of 1) : Document validated successfully
Soie Bagtan ik = RC - 758- 0700000002- 1- New- Draft

R -
Action Mer
Document View u"
ﬁ:— Commeodity Line | Commodity | Received Oty | Rejected Oty | Received SC Amount | Total Qiy Received
~ Commadity & G 1 39382 10.00000 5.00000 $0.00 2.00000
ensrEl bisieniod 3% 2 33556 100.00000 0.00000 $0.00 100.00000
Tolerance Informstion
Document Comments Insert Mew Line Insert Copied Line First Prew Go To Mext Last
Document History
Document Reference
Future Triggering ik
rwGeneral Information
Line TypE:IItem vl Commadity Match Type : 3
Ref Award Line : |1— MSDS Required: [ ]
Lo |SYRUP PANCAKE & WAFFLE =
CL Description j |Shipment|ndicat0r: lm
Commodity : [39382 Condition - |15
Stock Itern Suffix - Fartial Shipment as per AWD
Unit: ICASE Spoiled/Damaged Food |
Ordered Qty: 10.00000 Reason:
Received Oty |1D.DDDDD |
Rejected Oty [3.00000 -
Total Ofy Receved . 2.00000 Comments ;
Ordered SC Amount: $0.00 =l
Received SC Amount |$D.DD |
Syrups and Molasses (Except -l
Commodity Description Fountain)
-
4| I B
@ Done l_l_l_l_’_|\d Local intranet 4

10. Select the first line for partial receiving and enter the following information:

Required Fields Values

Received Qty Enter a partial quantity of 10

Rejected Qty Enter the balance from the Ordered Quantity (2)
Shipment Indicator | Partial

Condition Code Partial Shipment as per AWD

Reason Spoiled Food

11. Click Save.

)
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12. Select the second line to receive. Fully receive the second line, making sure the Shipment
Indicator is Final.

Required Fields Values

Received Qty Leave as defaulted
Rejected Qty
Shipment Indicator
Condition Code

Reason

Leave as defaulted

Final. This will close the order for further receiving.

Leave blank.

Leave blank.

13. Click Validate. When the document has validated successfully.
14. Click Submit.

<8 AMS Adwantage - Microsoft Internet Explorer

Home Personalize Help Accessibility Logout

Budoet Procuremert

RC - 758- 0700000002- 1- New- Draft

| Action Maru I

m Commodity Line | Commodity | Received Qty | Rejected Gty | Received SC Amount | Total Gty Received

~ Commadity & 1 38382 1000000 §.00000 F0.00 2.00000

eneral nformetion ¥ 7 2 38556 100.00000 0.00000 $0.00 100.00000
Tolerance Information

Insert Mew Line Insert Copied Line First Prev Go To Mext Last

Document Comments
Document History

Document Reference
Future Triggering

@ Done

L4
r=General Information
Line Type;lm Carmmadity Match Type : 3
Ref Award Line : |2— M3DS Required - L
MSDS Received : [
CL Description : R EELERELEAN ﬂ IShipmentIndicator:lFinall -
Commaodity ; I38556 Canditian : I
Stock Itern Suffix: =]
Unit: IW Reasan :
Ordered Gty : 100.00000 LI
Received Oty [100.00000 =
Rejected Gty : |D_DDDDD Comments :
Total Oty Received ; 100.00000 LI
Ordered SC Amaount: §0.00
Received SC Amount |$DDD— |
Pancakes and Waffles ;I
Commaodity Description :
&

4 | _’ILI
l_l_l_’_’_hi Local intranet 4

Approvals are not required for Receiver (RC) documents. They will submit to Final.
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8 — Performance Evaluation (PE)

In order to document a Vendor’s record at meeting their contractual obligations, users should complete
the Vendor Performance Evaluation (PE) document. The data entered on the PE document will be
used to determine if Vendors should receive future Awards or have their existing Master Agreements
(MA) renewed.

e Evaluations are standardized based on the Procurement Type of the award document.
e Evaluations can only be performed with reference to awards established in the system.

NOTE: Performance Evaluations are covered in more detail in the Advanced Procurement & Personal
Service Contracts classes.

To complete an Evaluation complete the following steps:

From the Document Catalog locate the award being evaluated. Open the award and click Copy
Forward. The Copy Forward page opens.

On the Copy Forward page enter your Doc. Department Code and Unit Code. Select the Auto
Numbering check-box to have eMARS generate the PE Document ID. Select the target document
code PE. Click OK to create the PE document.

Copy Forward
Menu
From Document
Category |PROC Doc Dept : l?“SBi
Type |F'O Doc Unit : [LURIT
Code : PO ID + 0600000052

To Documeant

Doc. Depament Code ; [753 J Document Id |

Select Entire Document Warsion |1

Unit Code : [LUNIT Auto Numbering ;
Target Doc Type | Target Doc Code Description
+ PE PE Ewaluate Purchaze Order
T Thd Terminate Purchase Crder

First Frew Mext Last

(]
gCGI dimns 117 of 161




Ke

eMAR

eMARS Course 601 — General Procurement

Complete the General Information section of the PE. This section is used to establish which eMARS
user is performing the evaluation as well as the time period being assessed. Note that all the
information from the award has automatically populated the PE document.

NOTE: It is the responsibility of the Buyer who established the award to set-up who will be
performing the evaluation by making an entry on the Vendor Performance Evaluator (PEEVALR)
table at the time the Award is submitted.

Load Criteria and Procedures
General Info
+ Header
| Evaluator 1D | >

Procedures

Criteria

Vot Ewaluatar First Mame :|

Document Comments .
e 2 Evaluator Last Mame : |

Document Reference Ayward Document Code ; IF'O

Future Triggering
Aweard Departrent I?EB

Auard Mumber |DEDDDDDDSQ

frard Title - Canoes and Paddle Boats

vendor Gode © [YCODDO100012

vendor IDS Test 2

AliasiDBA - |

Procurement Type : |Standard Goods

Procurernent Folder |38I303

Aweard Begin Date © I

Awvard End Date I
Awvard Date IW
Avard Armount W

Evaluation Date

Feriod Begin Date :

FPeriod End Date :

Recommended for Future Contracts :

e Evaluator ID: Type in your User ID or find your ID from the Evaluator ID pick list.
¢ The Evaluation Date is the date this evaluation is being completed. Enter today’s date.

e Period Begin Date / Period End Date. Enter the time period being evaluated. The period
must begin and end prior to the Evaluation Date.

Click the Load Criteria_and Procedures link at the top of the page to load the standardized
Evaluation Criteria and the PE document procedures.

Click Procedures in the Secondary Navigation Panel to transition to the Document Procedures page.
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Document when all mandatory Procedures were completed by entering the date on which they were

completed.
evaluation process.

Procedures are recommended tasks that be performed as part of the performance

PE - 758- 0600000003- 1- New- Draft

Procedures Summary
Procedure Completed

| Actian Mani I

Procedure Hame Required | Completion Date

¥ falze Delivery Statistics Reviews  falze
falze Shipping Statistics Review  falze
falze Billing Statistics Review falze
First Prewv Go To Mext Last
Bvaluation Procedures
Frocedure Completed | |fa|se
Procedure Mame |De|iver3,r Statistics Review
Required : [false
Completion Date : |
r Save T Limda T FPrint T Walidale T Submi T Cloze ]

e The Completion Date is the date on which the Procedure was finished, in this case, the
date the Review was completed, not the date the Delivery was completed.

Click Criteria in the Secondary Navigation Panel to access the Evaluation Criteria page. This page
lists the Criteria that were loaded from the Vendor Performance Evaluation Template table. You must
rank each of the criteria on this detail section (Unsatisfactory, Poor, Fair, Good, Excellent or Not

applicable).
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PE - 758- 0600000003- 1- New- Draft
| Actian Manu I
Criteria Summary
! Comment on b
g2y +~ BUDGET =
contractors i
: Comment on A
ER GLALITY . =
technical accuracy,
. Wiere items b
R DELIVER® . . -
delivered within the  +
: Were items billed A
ER BILLIMG . =
accurately? "Bill to"
First Prev o To Next Last
BvaluationCriteria
Criteria Mame |EEUDGET
Rank w
1 - Unsatisfactory e =
Description | |2 - Poor fd budget,
3 - Fair ot
i Hepertise "
4 - Good RErse, v
9 - Excellent
Mot Applicahle Save T Lo T Print T validale T Submit T Cloze ]

e The Rank field is used to record your opinion of the Vendors service levels. You must
record a Ranking for each criterion that was loaded from the template.
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Click Notes in the Secondary Navigation Panel. The Notes page opens to record specific comments or
anecdotal information supporting your evaluation / assessment. The Note field can record up to 1500
characters of information per Note. Please take the time to enter details about your experience with the

Vendor and your assessment of their performance against the award in question.

PE - 758- 0600000003- 1- New- Draft

Evaluation Notes

Last User | Last Modified

3% +  mshaw 0242812008

Insert Mew Line Insert Copied Line

First Prev o To Mext Last

Actian Many

Evaluation Note Details

The “endor deliveries were

Mote congistently late

LastLser: msham
Last Modified : 0202802006

r Save T L

T

Print

T

vaigate [

Submni

henu

Click Validate to check for errors.
Submit the document.

How to print the PE document:

Navigate to each section of the document starting at the Header section. Open up each field of the
document that you want to view on your printed document. Once you have the fields open, right click

on your mouse and select Print Page.

Final.

NOTE: Approvals are not required for Performance Evaluation (PE) documents. They will submit to
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Exercise 5 — Record a Vendor’s Performance (PE)

Scenario

You have contracted with a Vendor, under your Department’s small purchase authority, to archive old
files in a secure off-site location. Unfortunately, the Vendor’s team shows up late and when they do

show up they are observed leaving secret files in a public place.

Task Overview
As the agency buyer you will set-up an evaluator on

the PO/PO2 to the Performance Evaluator (PE) document.
Procedures, respond to the defaulted Evaluation Criteria, and record any Notes.

Procedures
Click Home in the Primary Navigation Panel,

Click the Document Catalog Link.

In the Code field type “PO”.

In the Dept field type “758”.

In the Unit field type “UNIT”.

In the ID field type “0600000012”, Click Browse.

® N bk w2

The Copy Forward page opens.

the Evaluator Table. You will Copy Forward from
You will complete the Document

Click the Search Link in the Secondary Navigation Panel.

Open the award by clicking on the document number in the results grid, and click Copy Forward.

Copy Forward

From Document

Type
Code:

Select Entire Document

To Documen t

FR
FR PRCI Payy for

First Prev Mext Last

Coc. Department Code ; ’.'-"587 Dacument 1d |
Unit Code : JUMIT Auta Mumbering

Dot Unit: _

Wersion

Target Doc Type Target Doc Code Description

~ PE FE Evaluate Purchasze Order

PRC Pay far

Order

Order Internal

ok | Cancel
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9. Complete the following information:

Required Fields Values

Doc. Department Code See Student Card
Unit Code UNIT

Auto Numbering Select the check box.
Target Doc Type Check PE

Copy Forward

From Crocument

Category | |F'R'DC Doc Dept: IFEB
Type |F'D Dioc Unit : |UNIT

Code : [PQ ID+ |0600000012

Select Entire Docurment : W “ersian |1

To Document

Doc. Department Code : I?EB | Docurment 1d I

Unit Code : JUNIT [ Aute Murnbering - |
| Target Doc Type | Target Doc Code Description
~ PE PE Ewvaluate Purchase Crder
Thi Th Terminate Purchasze Crder
PR PRC Pay for Order
PR PRCZ Pay for Crder
PR PRCI Pay for Order Internal
PR CEC Carrect Encumbrance

First Prewv Next Last

0K | Cancel

10. Click OK. The PE document opens.

11. Complete the General Info section of the PE. This section is used to establish which eMARS user
is performing the evaluation as well as the time period being assessed. Note that all the information
from the award has automatically populated the PE document.
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NOTE: It is the responsibility of the Buyer who established the award to set-up who will be performing
the evaluation by making an entry on the Vendor Performance Evaluator (PEEVALR) table at the
time the Award is submitted.

Woad Criteria and Procedures

T2 =2 1 ) —
Evaluator 1D |StudentEIEI

Evaluator First Mame : |

Evaluator Last Mame : |

Awvard Docurment Code |F'CI

Aweard Department : [758

Aweard Mumber ||:|EEIEIEIEIEIEI12

sopvard Title - Document Archiving Services

K 1

YVendor Code : |VCIIIEIEIEI1EIEIEI32

Wendor: |Ei|uegr355 Graphics

AIiasIDEIA:l

Procurement Type |Standard Goods

Procurement Folder |342D1

Awrard Beain Date :|

Auvard End Date :|

Aweard Date ||:|f1fEIFD_EIEIE

Aaweard Armount ; |25EIEI.EIEI

= 1 +i [ §
|y g g gy ey gy e ) L

M|
i
Feriod Begin Date :|
|

Feriod End Date

Recommendgd for Future Contracts : [T
L

Required Fields Values

Evaluator ID Type in your User ID- or find your ID from the Evaluator ID pick list.

Evaluation Date Enter Today’s date.
This is the date the evaluation is being completed.

Period Begin Date Enter Yesterday’s date.

Period End Date Enter Yesterday’s date.
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12. Click Load Criteria and Procedures link at the top of the page to load the standardized Evaluation
Criteria and the PE.

oad Criteria and Procedures
beneral Info

Evaluatar 1D ;

|
Ewaluatar First Marme : |
|

Ewaluatar Last Mame :

Ayeard Docurment Code |F'D

= . N

13. Click Procedures in the Secondary Navigation Panel to transition to the Document Procedures
page.

14. Record when each Required procedures was completed by entering the date on which it was
completed. Procedures are recommended tasks that be performed as part of the Performance
Evaluation process. They can be performed even if not required. Click on each Procedure line to
record the date.

PE - 758- 0600000003- 1- New- Draft

| Actian Mani I
Procedures Summary
Procedure Completed Procedure Hame Required | Completion Date
¥ falze Delivery Statistics Reviews  falze
falze Shipping Statistics Review  falze
falze Billing Statistics Review falze
First Prewv Go To Mext Last
Bvaluation Procedures

Frocedure Completed : |fa|se

Procedure Mame |De|iver3,r Statistics Review

Required : [false

Completion Date : |

r Save T Llrdar T Frint T \aldate T Submi T Cigee ]

Required Fields Values

Completion Date Enter Today’s date.
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15. Click Criteria in the Secondary Navigation Panel to access the Evaluation Criteria page. This
page lists the Criteria that were loaded from the Vendor Performance Evaluation Template table.

You must rank each of the Criteria on this detail section (Unsatisfactory, Poor, Fair, Good, Excellent or
Not applicable).

3 AMS Advantage - Microsoft Internet Explorer

Personalize Help Accessibility Logout

[N ADVANTAGE I—

Budget  Accounts R Procuremernt

Document View PE - 758- 0600000007- 1- New- Draft

| Actian Manu I

Procedures
~ Critetia Criteria Summary

s Criteria Hame | Rank Description
Document Comments

Document History o Were items billed ‘l

Document Reference AL accurately? "Bill ta" ~|

Future Triggering ﬁ
L I o
DELIVERY Wyere itermns

delivered within the =]

WWere iterns or Al

By  sPECFED :
services to the |

First Frev S0 To Mext Last

E\raluatiormgug
Criteria flarme : |BILLING
Rank:l 'l

- Unsatisfactory

Desclption ;|2 - Pg.gr bunts if

3 - Fair L LI

4 - Good I

5 - Excellent

Not Applicable  [swe | o Y Pur Y aiawe Y b Yo )

Menu
@ l_l_l_ E Local intranet A

Required Fields Values
Rank 2 - Poor

16. Repeat for each of the Criteria by clicking on the Criteria line from the Criteria Summary and
selecting the ranking from the list.

17. Click Notes in the Secondary Navigation Panel. The Notes page opens where you may record
specific comments or anecdotal information supporting your evaluation / assessment.

18. Click Insert New Line.
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Required Fields Values

Note The Vendor deliveries were consistently late.

, Ih\ ! A DVANTAG E ol Personalize Help Accessibility Logout

Budoet

P 7 1
Document View PE - 758- 0600000007 - 1- New- Draft

Heacler | Action Manu |

Procedures

Critetia Evaluation Notes

" Motes .
Last User | Last Modified
Document Comments

Document History 3% v fpinkston 0441 82008
Document Reference Insart New Line Insert Copied Line First Prev o To Mext Last
Future Triggering
Evaluation Note Details
The “endor Deliveries were ﬂ
Mote - consistently late.

Last User: fpinkston
Last Modified : 04118/2006

[ smwe [ umio Pt | vatswe J  Submit | Cose ]

Menu

@ javascriptisubmitFormidocument. FPE, TSPE_DOC_NOTEsave=TSPE_DOC_NOTEsave', 'Display'’y; E Local intranet 4

19. Click Validate to check for errors.
20. Submit the Document.
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9 — Vendor Creation and Modification (VCC / VCM)

In order to request a new Vendor be added to Commonwealth’s Vendor file, departments will process a
Vendor/Customer Creation (VCC) document. To request a change to an existing Vendor a Vendor
Customer Modification (VCM) document must be processed.

The Vendor/Customer Creation document allows you to add new records to the Vendor/Customer
table and the 1099 Reporting Information table. This document will be sent through workflow no
agency approval required. Before Vendors are activated they must be approved by the Office of the
Controller.

The Vendor/Customer Creation (VCC) document cannot be modified or cancelled once it has been
submitted to Final. A Vendor/Customer Modification (VCM) document must be created to reverse
the effects of the original document. The VCC document can not reference any other document in
eMARS and it can not be referenced by any other document in eMARS.

A Vendor/Customer Modification (VCM) document is used to modify or add to an existing Vendor or
customer record. This document is used to update Vendor Customer table information, Customer
Account Options table information, and 1099 Reporting Information table information. No agency
approvals are required. This document will be sent through workflow. Before changes on the VCM are
accepted and applied to the Vendor file they must be approved by the Office of the Controller.

To create a VCC document to add a new Vendor you must complete the following steps:

Access your Procurement or Accounts Payable Workspaces and click Vendor Maintenance, select
Vendor Documents and click Vendor/Customer Creation (VCC).

The Document Catalog opens with the VCC document code pre-populated. Switch into create mode by
clicking Create. Complete the Document Department, Document Unit and select the Auto
Numbering check-box. Click Create. A new VCC document opens to the Header General Information
section.

Complete the Header. The Header section contains information about the VCC document itself and
not the Vendor being created. The Record Date will default to the date the document was submitted.
Complete a meaningful Document Description (e.g. use Vendor Name), as the value in this field can
be used to locate this document from the Life Cycle Document Search Inquiry (LFDOCSCH).

Complete the General Information section of the Vendor/Customer section.
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@ View All (1 of 4) : Document validated successfully
Document View VOC - 112- 0600000052- 1- New- Draft
Header
~" Wendor/Zustomer
R LY Vendor/Customer Legal Name Active From
Headguarters -
Account Indicetors &% ~ WCO00m 00083 Kerntucky Pedal Bosts & Canoes
Crganization Fitst Frav Go To Hest Last
Disbursement Options
PrenoteEFT .
Remittance Advice sk
Vendor Terims ~wGeneral formation -
Accounts Receivable —
ehlslL YendorCustomer ;| prgamzatmn Type: | Company | |
Address . . :
Customer Seoount Auto Generate : W First Mame :
et o e ] Legal Marme : |Kentucky Fedal Boats & ¢ Middle Mame :
Business Type
Eoice i I AliasiDBA : [leb's Boats Bardstown I LastMName : |
Commodity:
Suthorized Dept. I Location Mare : [123 Limestone St |anpany Marne : [Kentucky Pedal Boats & ¢ I
Prevent Spending
Certification Department ; Active From :
Document Comments
Document History LUnit:
Narnmant Bafaranca !

¢ Vendor/Customer Code. Vendor Codes in eMARS are auto-generated in the system to
protect the security and confidentiality of Tax Identification Numbers. Select the Auto-
Generate check-box to have eMARS generate the next sequential Vendor Code. Do not
put any data in the Vendor/Customer code field itself.

e Alias/DBA - The alternate name, alias or operating name (doing business as (DBA) used to
identify the account. If populated, this field will print on checks paid to this vendor. This field
is used through-out the system as a search parameter on Vendor related inquiries and Pick
Lists. This field may be sixty (60) characters long. (Optional)

e Location Name - Please enter the street address of the company. This field is used to
identify the company location.

e Organization Type (Required). Please select either Individual or Company depending on
the status of the Vendor being registered. The Organization Type field is used to
determine how the Vendor’s Legal Name will be constructed. If this field is Individual, then
the First and Last Name fields will be required. If this field is Company, the Company
Name field will be required.

e The First Name (14), Middle Name (14), and Last Name (30) fields are used by eMARS to
construct the Vendor’s Legal Name. The First Name and Last Name are required if the
Organization Type is “Individual”.

e The Company Name field is used to construct the Vendor’s legal name if the Organization
Type is “Company”.

Click Organization in the Secondary Navigation Panel. Complete the Organization section.
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wOrganization

mumber

Classification : | Corpaoration v Taxpaver ID Murmber : 999666817
of Employees : w Taxpayer ID Mumber Type : | EIM W
Merchant 1D W-8 Form : ad
Sex v Tax Profile : |
Date ofBirth: | Tax Profile Name : |
Marital Status b EBIC Murmber |
Annual Incame b IAEC Murmber |
|

Weh Address hitpi

The Classification field provides additional information about the type of organization being
registered. The following rules apply to the Classification field:

Organization Type Field Allowable Classifications

Individual

Individual, Sole Proprietorship, or Nonresident Alien.

Company

Partnership, Corporation, Trust, Foreign, State Government, Other
Government

The Taxpayer ID Number field allows you to associate a TIN code with this new Vendor
record. The Pick List allows you to search for an existing TIN or verify that the TIN does not
exist in the system already. If the TIN does not exist, type the value into this field and
access the 1099 record on the 1099 Reporting Information panel to complete the 1099

information.

The Taxpayer ID Number Type field is used to identify the type of TIN (e.g. SSN or EIN).

The Merchant ID field is used to record the Vendor’s Procurement Card Merchant ID. [fitis
known then please provide this information (Optional).

)
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Click Disbursement Options in the Secondary Navigation Panel. This section is used to set-up which
disbursement options will default to Payment documents where the information may be over-ridden.
Complete the Disbursement Options section.

-elishursement Options -
['% Category : |STh Hold Payment: [~
' Hold Payment Authotized By

Description ; |Sea|ed Treasury Mailed

DefaultPriority: 99~ B Huold Reason :

Default Type |Chen:k ‘
|

Default Format : [REG = —
Prevent Mew Spending : v]
| Default Format Description : ]Regular Fayment =
Third Party Code
Scheduled Payment Day
| Third Party Marme -
IEingIe Payment Indicatar . W I

Third Party Approved By :

| MName on Check ;| Both Vi

|
I
|
Third Party Reason : ‘

e Select STM: Sealed Treasury Mailed in the Category field.
e Select REG in the Default Format field blank.

e Select the Single Payment Indicator check-box.

e From the Name on the Check drop down, select Both, (e.g. Alias/DBA and Legal Name).

]
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e Complete the Prenote/EFT section (OPTIONAL). The Prenote/EFT section is used to establish
the information required to send Electronic payments to Vendors. The EFT Status field
indicates the Vendor’s current eligibility to receive EFT payments. Selecting the Generate EFT
Payment check box indicates that this Vendor will receive payments via EFT.

| rePrenote EEL -
Generate EFT Payment ;. v EFT Format : (CCD
ABA Mumber: |083300619 EFT Format Description JCCD
Bank Name | [FARMERS BK & CAP TR EFT Status - | Eligible for EFT |

I Account Type || Checking | I

Account Mumber |123455?89 Hold Reason :

Rauting 1D Mumber |

Prenaote Return Reason .

FPrenote Return Reason Message : J

Prenote Return Reason Explanation :

e The ABA Number is the unique number assigned to identify the bank. All applicable ABA
numbers have been loaded into eMARS. You may type the value into the ABA Number field or
search for the value by clicking on the arrow button to open the ABA pick list.

e The Account Type field should always be Checking.

e The Account Number is the number of the bank account to be used for EFT payments. Do not
put any dashes in this field.

e The EFT Status should be set to “EFT Eligible” for all new Vendors.
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Click Address from the Secondary Navigation Panel. This page allows you to enter the current Contact
and Address Information for use by the automated processing functions of eMARS for a
Payment, and Billing). The
Procurement and Payment address may only be used on documents in their respective business area.
Create the Vendor Addresses. All Vendors must be set up with a Payment and Procurement Address.

Vendor/Customer. There are three main Address Types (Procurement,

All Customers must have a Billing Address.

In order to facilitate the creation of the multiple required Address types,

once you have created one
Address you may Copy and Paste that record and only change the necessary information. To copy
and paste and Address first click on the “Copy Line” Icon next to the line you wish to copy. Secondly

click on the Insert Copied Line link. At a minimum you will have to change the Address Type field.

to payments posting to their bank account.

NOTE: By providing an email address for Payment Address Type, the Vendor will be notified prior

Zip/Postal Code | Additional Address Info.

Document View VCC - 112- 0600000003- 1- New- Draft
Header Actian Menu
endorfCustomer ;'l
"
Lalivzas - Address ID | Address Type Street 1 i State/Province
Address Information 3
Contact Information & 5 L0002 Beosurement 123 Limestone Street  Lexington K 403513

Contact Address INformation — |r-a Mew Linf Inset Copied Ling
Customer Account
1099 Reporting Information

First Prev Go To Mext Last
MendowCustomer 1: >

Business Type &bk
Service Ares
Commodity WendorCustomer - [y/CO000100022 Active From :
Authorized Dept. ) )
it Sl kentucky YWatercraftinc. Active To
Cerification Address Type ! .
et B . Default Record
Document History Division/Department : | Mail Returned : [
Document Reference " . i
Future Triggerin Additional Address Info. | Bypass Address Validation: [
=Address Information
Address 1D |ADDDQ Country Phone Code |1
Auto Generate : Fhane : |869-655-1111
Street 1 : |123 Limestone Street Fhone Extension ;
Street 2 |Suite a00 County
ity |Lexingt0n County Mame : |
StatesProvince © [y Country - [US
Zip/Postal Code : [40513

e Address Type: Each address record must have an Address Type.
e Always check the Default Record check-box.

e Select the_Auto Generate check-box so that eMARS will assign the Address ID when the address

record is saved.
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Complete the Contact Information and the Contact Address Information.

w_ontact ifornmation

Principal Contact ID iptﬂﬂr Alternate Phone :

Aluto Generate | W Alternate Phone Extension :
Principal Contact ! [Mr. Joe Canoe Fax

Endli=h Spoken - I

Fax Extension

Comespondence Type | | Email w
d * Alternate Fax:

I Emall i e CanoeEcanoe. com
@ ' Alternate Fax Extension

Phone : |359-111-1234

Phone Extension ]

T

The Principal Contact field is used to store the name of the person to whom questions and inquiries
should be directed. Automatic e-mails sent to the Vendor by eMARS will be addressed to this person.
Select Auto Generate to have eMARS supply a Principal Contact ID number to associate with the
Contact being entered.

Set the Correspondence Type to Email and provide a valid e-mail address for this contact. This e-
mail address is used to send out automatic bidding notifications and other correspondence to the
Vendor.

e Email: If the Correspondence type is set to “Email” then this field is required. The e-mail address
you provide must be in valid e-mail format: (e.g. personname@domain.com)

e Phone: Provide a phone number for the Principal Contact.
e Phone Extension: If the phone number is not a direct line please provide their extension.

e Contract Address Information: Only complete this section if the Contact’s address information is
different from the Address information provided above.

Complete the 1099 Reporting Information panel. This panel will be pre-populated with the TIN
entered in the Vendor/Customer organization panel. It is the user’s responsibility to complete the
remaining required fields.
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Document View VCC - 758- 0600000053- 1- New- Draft

Head?r ! Action Manu I
“endorfCustamer
Ldress Taxpayer ID Number Name Taxpayer ID Humber Type | 1099 Reportable
Customer Account
~" 1098 Reporting Information & v 5554433KX Kertucky Pedal Boats EIM true
Taxpayer Information First Prew Go To Mext Last

1042-5 Repotting Information
Busziness Type

MendonCustormer 1: ¥

Service Area Fh
Commodity ‘l& : e
[ AthorizedDest. - wlaspayer formation
Lizeam. sonrelg vendorCustomer : [COO00100084 Last Name |
Certification
Document Comments kentucky Pedal Boats Mame Cantral - ;Kent
Document History 3
e Taxpayer |0 Number.§5554433}{>< Backup Withhalding [
Euture Triggeriag Taxpayer ID Number Type : [EIN [ 7058 Reportabie” v |
I Marne : [Kentucky Pedal Boats 1042-5 Reportable: [
Marries :i Bypass Address Validation: [
I Address ]123 Limestone St I
I City : {Lexington I
| state: ]W E_I
|2 Code - Jans07 |

e Address — The street address associated with the company.

e City - The city associated with the address of the Taxpayer Identification Number (TIN) used for
1099 reporting purposes.

e State - The State associated with the address of the Taxpayer Identification Number (TIN) used for
1099 reporting purposes.

e Zip Code — The Zip Code associated with the company.

e 1099 Reportable - The associated code has been defined as 1099 reportable. All related
transactions qualify to be reported to the IRS during the 1099 reporting process. Select the check
box.
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Add Business Types as required. Business types are used as a way to classify Vendors into
categories for reporting purposes. Vendors can have multiple Business Types. To add a Business
Type, Click on Insert New Line on the section to select a Business Type ID from the Business type

pick list.

@ View All (1 of 3) : The Active To Date has been blanked out (A2397)
VOO - 112- 0600000052- 1- New- Draft

Document View
Header
Vendor/Customer

[ Address 5 5 3 < ¥ =

T Business Type ID | Business Type | Certification Start Date | Certification End Date
1099 Reporting Information &t ¥ REG Regular
~ Business Type finsert Mews LineMrsert Copied Line
Service Area
Commodity
Authaorized Degpt.
Prevent Spending YendorCustomer ]

Document Comments Business Type 1D |REG
Document History

Document Reference

Future Triggering

Action Meny

First Prew Go Ta Mewxt Last

MendonCustomer 1: - >

Business Type : IReguIar

Cerification Number:j

Certification Start Date :]
Certification End Date :]

r Save T o T Print T Vaiidale T Sobmif T Cioze ]

Business Type Selections

Regular REG
Non-Profit NPRO
Government GOV
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Add Commodity registration as required. The Commodity panel is used to list those types of
products and services that the Vendor can provide to the Commonwealth. This information is used by
EMARS to send out e-mail notifications of business opportunities. To add a Commaodity, insert a record
on the section and pick a Commodity Code from the Commodity pick list.

VCC - 758- 0600000053- 1- New- Draft

Action Wanu
k Commodity Commodity Description
& 12024 Bosts, Pedal and Pontoon
a% «@ BOATS, MOTORS, AND MARIME AMD WYILDLIFE SURPLIES
& 12024 Bosts, Pedal and Pontoon
o 12040 Fuel Tanks, Boat
Insert Mews Line Insert Copied Line First Prev Go To Mext Last
WendonCustomer 1: >
YVendorCustamer : ]
Cormmodity : [12000

Commodity Description : [BOATS, MOTORS, AMD !

f Save T Lo T Print T Waldale T Subsuf T Cloge ]

My
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@ View All (1 of 3} : The Active To Date has heen Manked out (A2397)

Document View VECC - 112- 0600000052- 1- New- Draft
Heacler "
Actian Weny
“endaorfCustamer ;J
foutess Legal Name Vendor Active Status | Customer Active Status
Customer Sccount q
1099 Reporting Information &6 v HKentucky Pedal Boats  Active Inactive
Business Type Insert Mz Llnellnsert Copied Line First Frew %o To Mext Last
Service Ares
Commodity _R MendowCustomer 1; »
Authorized Dept. ah
Prevent Spending
" Cetification YendonCustomer JVCDDDDWDDBS
Cerdification Status
DEEDERE et ents Kentucky Pedal Boats
Document History -wCertification Status
Document Reference = 5 e = : 3
Fulure Triggering | Wendor Active Status | |Actwe v| Customer Active Status : | Inactive ¥
| - . o ———
|I‘JEHUDI’AF'WDVE| Status : | Complete | FustnmerAppmval Status | Incomplete v|
Top

[ save [ oo § pit T vaidwe [ st [ Ciose

In order to process documents using a Vendor Customer Number the status of the record must be
Active and Complete.

Complete the Certification section of the document and Insert New Line. If you are creating a
Vendor, you will need to indicate a Vendor Active Status as Active and the Vendor Approval Status
as Complete. If you are creating a Customer account then you will need to change the Customer
Status fields accordingly.

Click Validate to check for errors.

Click Submit. The document will be sent to the SAS Vendor Work list for further processing and
approval.
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Exercise 6 — Create a New Vendor Record (VCC)

Scenario

You have received a great price quotation from a Vendor and you would like to award them a Purchase
Order. This Vendor has not registered to do business with the Commonwealth yet, so you must
process a VCC document to capture all their information.

Task Overview

You will create a Vendor Customer Creation document (VCC) and complete all the required sections:
Organization; Procurement and Payment addresses; Contacts; Business Type, and Commodity

Procedures

1. Access your Procurement or Accounts Payable workspaces.

2. Click Vendor Maintenance from the Secondary Navigation Panel.

3. Click Vendor Documents, and click Vendor/Customer Creation (VCC). The Document Catalog
opens with the VCC document code pre-populated.

4. Click Create. Enter the document Department, and Unit from the Student Card. Select the Auto
Numbering check-box.

5. Click Create at the bottom of the page. A new VCC document opens to the Header General
Information section.
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6. Select Vendor/Cus

tomer from the Secondary Navigation Panel and complete the General

Information section.

e — v

CC - 112- 0600000052- 1- New- Draft

Header
~ VendoriCustomer
Feneral Information

Vendor/Customer Legal Name Active From
Headguarters ;
Account Indicators &4 ~ %CO00001 00053 Kertucky Pedal Bosts & Canoes
£rqanizaion First Prev Go To Mext Last
izbursement Options
renote/EFT -
Remittance Advice bk
¥endor Terms =General Information
Accounts Beceivakle - -
eMALL endonCustomer IVCDDDD1DDDBS prganization Type ;| Company % I
Address : : i
Customer Account LAutn Generats [ First Marne :

1099 Reporting Information
Business Type
Setvice Ares

Legal Mame |Ir<emuck3t Pedal Boats & ¢ middle Mame
l AliasiDBA: |leb's Boate Bardstownl I Last Name : |

Commodity
Suthorized Dept, Facation Marne 123 Limestone St I pumpan\; MName : ]Kentucky Pedal Boats I
Prevent Spending
Cerification Departrnent : | Active From : |
Document Comments
Document History Unit:
Document Reference
Future Triggering
Required Fields Values
Vendor / Customer | Leave Blank

Code

Vendor Codes will be auto-generated in the system in order to protect the
security and confidentiality of Tax Identification Numbers.

Auto-Generate

Check the box to generate the next sequential Vendor Code.

Alias / DBA

Jeb’s Boats Bardstown

If populated, this field will print on checks paid to this Vendor. This field is used
as a search parameter on Vendor related inquiries and pick lists. This field may
be sixty (60) characters long. (Optional)

Location Name

Enter Street Address of Company
123 Limestone St

Organization Type

Company
Used to determine how the Vendor’s Legal Name will be constructed.
Two options: Individual or Company.

First Name (14)

Leave blank.

Used by eMARS to construct the Vendor’s Legal Name. Required if
Organization Type is Individual. Must be blank if Organization Type is
Company.

Middle Name (14)

Leave blank.

Last Name (30)

Leave blank.

Company Name

Kentucky Pedal Boats
Used by eMARS to construct the Vendor’s Legal Name.
Required for Company, Blank for Individual.
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7. Click Organization on the Secondary Navigation Panel.

8. Complete the Organization section.

%ﬂiu ganization

I Classification :

1555443350

Corporation v Taxpayer ID Mumber

Mumber of Employees

Merchant 1D

Marital Status

Taxpayer ID NMumber Type :

Sex:

W-8 Form w

b Tax Profile ;

Date of Birth

Annual Income |

Tax Profile Mame :

bt ] EBIC Number

~ IAEC MNurmber -

Web Address hittplr -

Required Fields Values

Classification Corporation
Provides additional information about the type of organization being registered.
Individual — used for Individual, Sole Proprietorship, or Nonresident Alien.
Company — used for Partnership, Corporation, Trust, Foreign, State
Government, Other Government.

Taxpayer ID 5554433XX (Replace XX with your Student Number).

Number
Allows you to associate a TIN code with this new Vendor record. The Pick List
allows you to search for an existing TIN or verify that the TIN does not exist in
the system already. If the TIN does not exist, type the value into this field and
access the 1099 record on the 1099 Reporting Information panel to complete the
1099 information.

Taxpayer ID EIN

Number Type Enter the appropriate value based on the TIN number selected in the Taxpayer
ID Number field. (SSN = SSN & EIN = Employer ID #)

Merchant ID Leave blank.
Used to record the Vendor’s Procurement Card Merchant ID. If it is know then
provide the information (Optional).
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9. Click Address on the Secondary Navigation Panel. This page allows you to enter the current
Contact and Address Information for use by the automated processing functions of eMARS for a
Vendor/Customer. There are three main Address Types (Procurement, Payment, and Billing). The
Procurement and Payment address may only be used on documents in their respective business
area.

10. Click Insert New Line.

11. Create the Vendor Addresses.

JCC 112 @ View Al {1 of 4) : Document validated successtully
Document View WVCC - 112- 0600000052- 1- New- Draft

Header ]
Action Weou
WendorCustomer ;J
+ Sddress 3 5 : s
Address Informaton s : Address ID | Address Type Street 1 City State/Province | Zip/Postal Code | Additional Address Info.
Contact Information &b ~ ADOO Procurement 123 Limestone 5t Lexington kY 40507
Cortact Address INFORMEHON  |rcert New Line Insert Copied Line First Prew Gao To Hesxt Last

Customer Account
1088 Reporting Information

Business Type sk
Service Area

Commocity Wendor/Customer : jVCDDDD1DDDE3 Active From :

Authorized Dept. -
Prevent Spending AR DINEATECETRE waI Active To :
]

e S £ [
Certification Address Type : | Procurement b | I BeanGecord |

VendorCustomer 1: >

<

Document Comments

Document History Di\risionIDepartment:J Mail Returned : [
W Additional Address Info. | Bypass Address Validation : [
-whddress Information
Address 1D ]ADDm Country Phaone Code ’—‘
[Frome jo58 6551222 |
Wimestnne at I Phone Extension ; ]—‘
Street 2 : | County I—
City 2 |Lexington County Marme ;]
StatefProvince : [KY Cguntr\j.':]l—
oSt Code - 300y ]
Required Fields Values
Address Type Procurement
Default Record Select the check-box.
Auto Generate Select the check-box
The Address ID is assigned when the address record is saved.
Street 1 123 Limestone St
City Lexington
State/Province KY
Zip/Postal Code 40507
Phone 858-555-1234
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12. Complete the Contact Information and the Contact Address Information.

= ontact Information

Principal Contact 1D |F'CEIIZI2

Auto Generate : W

Alternate Phone : [399-993-3999

Alternate Phone Extensian :

W

Principal Contact ; |hr1r_ Joe Canoe Fay |859-444-4321

English Spoken: [~

Fax Extension :

Correspondence Type | Ernail

W
| Alternate Fax:

Email : [jne_canne@canne.cnm

I

Alternate Fax Extension .

Phone : |[B53-655-1234

Fhone Extension :

Required Fields

Values

Auto Generate

Select the check-box

Principal Contact

Mr. Joe Canoe

Used to store the name of the person to whom questions and inquiries
should be directed. Automatic e-mails sent to the Vendor by eMARS will
be addressed to this person.

Correspondence Type

Email

Email joe.canoe@canoe.com
Requires Valid email format if the Correspondence Type is Email.
Used to send automatic bidding notifications and other correspondence to
the vendor. An accurate email address is required if correspondence type
= email.

Phone 859-111-1234 The phone number is required to eliminate possible errors
on the Award Document.

Phone Extension Leave blank.

Contact Address Leave blank.

Information

13. Click Copy Line.
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14. Click Insert Copied Line to create address for Payment.

@ View All (1 of 4) : Document validated successfully
VCC - 112- 0600000052- 1- New- Draft

Document View

Address Information

Header "
Actian Many
WendoriCustamer I_J’l
|+ Address . . o
Street 1 State/Province | Zip/Postal Code | Additional Address Info.

Contact Information o5 [EB]  soom Procurement 123 Limestone St Lexington Ky 40507
Contact Address Information e . .
+
T 3% D00 Prayment 12% Limestone 5t Lexington K 40807

1099 Reporting Information
Business Type
Service Area
Commodity
Autharized Dept.
Prevert Spendding
Cedification
Document Comments
Document History
Document Reference
Future Triggering

Insert Netu Linelnsert Lopied Line I

First Prev Go To Mext Last
WendorCustomer 1: >

h

YendonCustomer 1\HCDDDD1 00083

Fentycky P
Address Type | | Payment e

Active From : i

- | |

Active To

| Default Record : |

DivisionIDepanmem:‘

Mail Returned : [~

Additional Address Info. ;|

Bypass Address Yalidation : [~

r wAddress Information

Address 1D : 40001

Auto Generate : v

Street1:|123 Limestone St

Country Phane Code

|I:thE

. [a5-555-1234 |

Phone Extension

Street2: 1

County

City  |Lexington

tate/Province © |1y

County Mame :

Country

[EiniPostal Code : [40507

—
[ =B
l

—

Required Fields

Values

Address Type

Payment

Default Record

Leave as default

Auto Generate

Leave as default The Address ID is assigned when the address record is saved.

Street 1 Leave as default
City Leave as default
State/Province Leave as default
Zip/Postal Code Leave as default
Phone Leave as default
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15. Click 1099 Reporting Information on the Secondary Navigation panel. This panel will be pre-
populated with the TIN entered in the Vendor/Customer organization panel. It is the user’s
responsibility to complete this information.

16. Complete the 1099 Reporting Information panel.

Document View
Header

VCLC - 758- 0600000053- 1- New- Draft

Actiaon Meni

WendoriCustomer
Address
Customer Account
~" 1093 Reporting Informeation
Taxpayer Informstion
1042-5 Reporting Information
Business Type
Service Ares
Commoddity
Authorized Dept.

Name Taxpayer ID Humber Type | 10939 Reportable

Kertucky Pedal Bosts  EIM

Taxpayer 1D Number
& v EES4433HK

true

First Prev 5o To Mext Last
VendorCustomer 1: »

h
= vT%pnyer Information

LastMame :]

Mame Control iKent

Backup Withholding : T
| 1099 Reportable: b |
1042-5 Repotable: [

Prevert Spending
Cerification
Document Comments
Document History
Document Reference

Future Triggering

vendonCustamer jVCDDEIEHEIEIDBd
kentucky Pedal Boats
Taxpayer D Mumber 45554433}0{

Taxpayer ID Murmber Type jEIN

I Marne : |Kentucky Pedal Eoats

Bypass Address Validation: T

Mames :j
I Address ]123 Limestane st I
| City~ [Lexingion |
| State: ]QY E-I
[7F Code™Tans07 l

Required Fields Values

Name Defaults from Vendor Legal Name.
Address 123 Limestone St

City Lexington

State KY

Zip 40507

1099 Reportable

Select the check-box.

The associated code has been defined as 1099 reportable. All related
transactions qualify to be reported to the IRS during the 1099 reporting process.
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17. Click Business Type on the Secondary Navigation Panel. Business Types are used as a way to
classify Vendors into categories for reporting purposes. To add a Business Type, click Insert New
Line on the section and select a Business Type ID from the Business Type pick list.

Business Type Selections

Regular REG
Non-Profit NPRO
Government GOV

18. Click Insert New Line. Add Business Types as required.

0500000052 @ View All (1 of 3) : The Active To Date has been blanked out (A2397)
Document View VCEC - 112- 0600000052- 1- New- Draft
Header ian Mer
“endoriCustomer M
[n  Address
Customer &ccount
1095 Reporting Information 3% ¥ REG Regular

* Business Type Ilnsert Hew Line'nsert Copied Line First Prev Go To Mext Last
Service Area
= VendoCustomer 1: >
Commodit e R e

Suthorized Dept.

Prevent Spending
| Cedification |
Document Comments Business Type D |REG
Document History
Document Reference Business Type ! IREgular

Future Triggering

Buginess Type ID | Business Type | Certification Start Date | Certification End Date

VendorICustDmer:]

Certification Number:]

Cerification Start Date ;
Certification End Date : |

r Save T U T Print T Vaiidale T Submif T Cioze ]

Required Fields Values
Business Type ID REG

(]
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19. Click Commodity on the Secondary Navigation Panel. The Commodity panel is used to list those
types of products and services that the Vendor can provide to the Commonwealth. This information

is used by eMARS to send out e-mail notifications of business opportunities.

20. Click Insert New Line. Add Commodity registration, as desired.

VCC - 758- 0600000053- 1- Mew- Draft

k Commodity Commodity Description
&% 12024 Bosts, Pedal and Portoon
8t J@ BOATS, MOTORS, &AND MARIMNE AMDWILDLIFE SUPFLIES
&% 12024 Bostzs, Pedal and Portoon
3% 12040 Fuel Tanks, Boat

Insert Mew Line Insert Copied Line

Action Many

First Prew Go To Mext Last
VendodCustomer 1:

>

YendorGustamer ]

Commadity : [12000

Cormmodity Description iEiDATS, MOTORS, ANMDT

r Save T Lo T Frint T valdate T Suabrul T Closs ]
lenu
Required Fields Values
Commodity 12000 — Select from the Commodity Pick List.
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21. Click Certification on the Secondary Navigation Panel. The Certification panel is used to activate
the Vendor Record.

WMCC 112 0600000052 1 @ \iew All (1 of 3) : The Active To Date has heen blanked out {A2397)

Document View VEC - 112- 0600000052- 1- New- Draft
Heacer "
| Actian Many I
“endorfCustamer
gjir;rizr T Legal Name Vendor Active Status | Customer Active Status
1093 Reporting Information o ~  HKentucky Pedsl Bosts  Active Inactive
Business Type | A E Llnellnserl Copied Line First Frew &ao Ta Mext Last
L fﬁ\rea WendonCustomer 1: >
Commodity —Q _—
Authorized Dept. Fh
Prevent Spending
« Cerification VendarCustomer ; [¥CODDO100083
Cerdification Status
Ty e Kentucky Pedal Boats
Document History rwLertification Status !
Ref : : : :
D“umen-t glerence I Vendor Active Status | Active v | Customer Active Status : | Inactive v
Future Triggering | L |
iI'JendnrAppruval Status : ! Complete v| I:ustnmerAppmval Status : | Incarnplete v|
Top

[ sae § undo § it [ vaidate [ Swmt [ cioee ]

22. Click Insert New Line.

23. Select Active in the Vendor Active Status field.
24. Select Complete in the Vendor Approval Status field.
25. Click Validate and correct any errors.

26. Click Submit. No agency approvals are required. The VCC will go automatically to the SAS Vendor
Work list for processing.
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Vendor Customer Modification

A Vendor Customer Modification (VCM) document is created to change or modify information on the
current Vendor record. A VCM document is used to modify or add to an existing Vendor or Customer
record. This document is used to update Vendor Customer table information, Customer Account
Options table information, and 1099 Reportable Information table information. No agency approvals
are required on the VCM and once submitted the document will be sent through workflow.

The most common use of the VCM document is to add an address to the Vendor record. The following
steps will walk you through the process of creating a new address to an existing record

To create a VCM document you must complete the following steps:

Access you Procurement or Accounts Payable workspaces and click Vendor Maintenance, select
Vendor Documents and click Vendor/Customer Modification.

The Document Catalog opens with the VCM document code pre-populated. Switch to create mode by
clicking Create. Complete the Document Department, Document Unit and select the Auto-Numbering
check-box. Click Create. A new VCM document opens to the Header General Information section.

Complete the General Information section by selecting the appropriate Vendor/Customer number
using the pick list. This indicates the Vendor record that you will be modifying.

Frocurement

VCM - 758- 0800000001- 1- New- Draft

| Actian Manu |
7

Header Feject Changes

Undo Reject Changes

Header

sk
Headguarters rwGeneral Information
“endoriCustomer
el e vendoriCustomer : [VCOOO0100031

Master Address
Address Information
Customer Account

Contacts

Busineszs Type

Service Ares

Commoclity

Authorized Dept.

Prevent Spending

Cetification
Document Comments

Document History
Document Reference

Record Date

Headguarters Code :

Dacument Mame

Document Description

Cardinal Office Products

-

“endor has relocated. Ad
update

Future Triggering Tracking Murnber : _
VEE-Initiatad
Changes Rejected :

dress

)
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Click on Address Information in the Secondary Navigation Panel. This page will allow you to enter a
new address for the current Vendor that you are modifying. There are three main Address Types
(Payment, Procurement and Billing).

Click Insert a New Line.

Select your Line Action. You can either choose New, Modify or Delete.

Select the Address Type that you wish to add. Select the Auto-Generate box to let the system
generate and Address ID.

VCM - 758- 0800000001- 1- New- Draft

Actian Merw
Line Address Street _ _ Zip/Postal Principal
Action Address 1D Type 1 City | State/Prowvince Code Contact
T4 v Mew 20002 Payment
Inzert Mew Line Insert Copied Line First Prev Go To Mext Last

Load Walues

13
Ling Action - Bypass Address Validation : [~

YendorCustomer

Cardinal Office Products

=Add New Address

Mew Address Type © | Payment ¥ | Hiew Address 1D : |ADO0Z

Auto-Generafe - W

r BModify Existing Address o

~wAddress Information

Street 1 : | Cauntry Phone Code :

Street 2 :I Fhaone :

r

|

ity :I Fhone Extension : I—

StatelProvince I— County I—

Fip/Postal Code | County Mame _
Country I—

S
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Expand and complete the Address Information

NOTE: If this address is going to be used as the Default Address you must indicate that in the
other Address Information section. One default Address should exist for each Address Type.

VCM - 758- 0800000001- 1- New- Draft

Actian Meny
Line Address Address ) . Zip/Postal Principal
Action D T Street 1 City State/Province Code Contact
B‘S ~+ Pewy ADonz Paymert 576 East Main Street Frankfort KY 40601 Tom

Insert Mew Line Insert Copied Line First Prev Go To Mext Last

Load Walues

Fh
Lire Action - Bypass Address validation - [~
vendorCustomer : [GHOOEHGORE TN

Cardinal Office Products
=Aidd New Address

Mew Address Type | Paymen V| Mewwy Address 1D |ADEIEI2

Auto-Generate © W

r BModify Existing Address o

~Aildress Informaticn

Street 1 : [576 East Main Strest Country Phane Code : [
Street 2 | Fhaone : [402-695-3300

L1

iy : IFrankan Phone Extension

I
StateiPravince : [IKY County: ||

ZipiPostal Code : [40601 CountyNarme [
Country IUS

S
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Open up the Contact Information section. In this section you can modify the contact that has been
established on the Vendor Record. If you are creating a new contact let the system Auto-Generate the
Principal Contact ID. Enter your Principal Contact. Choose the Correspondence Type of Email
and enter in a valid email address.

r BOther Address Information

= ontact Information

Frincipal Contact ID |F'CIZ|EI1 Phone Extensian
Auto-Generate @ v Alternate Phone ;
Principal Contact: |Tnm Alternate Phane Extensian ;

English Spoken : v Fax:

Correspondence Tyvpe : | Ernail V| Fax Extension

Ermnail i ,
|Card|na|DP@anI cam Alternate Fax

Phone : |

T

Alternate Fax Extension

rwContact Address Information

Street1 : ||fthe same as above ZipiPostal Code: |
Street 2 ||eave infarmation blank County ’7
City | County Mame _
statelProvinee: [ B countrv:[ B

Complete the Contact Address Information section. You will only want to complete this section if the
contact address differs from the address Information indicated in the above section.

Click Validate to check for errors

Click Submit. The document will be sent to the SAS Vendor Work list for further processing and
approval.
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10 — Online Inquiries

Lifecycle (LINQ)

The Lifecycle Inquiry (LINQ) page allows you to view the complete chain of documents associated
with a selected search document. When a search is performed, the document entered as the search
criteria must have a Phase of Final or Historical Final.

The Lifecycle Inquiry page may be accessed directly from one of two places: Procurement Document
Inquiry or the Lifecycle Document Search. The Procurement Document inquiry (PRCUDOC)
allows the user to search by Procurement Folder ID, Procurement Title, or Document Department,
or Document ID. The Lifecycle Document Search Inquiry (LFDOCSCH) provides similar search
capabilities to the Document Catalog with the addition of being able to search by Document
Description.

Lifecycle Document Search

henu

sk
~=hocument ldentifier

Doc Code : [PO Dac Unit
Doc Dept.: 758 Doc D |

~wDocument Description

Document Description : |

—wlser Information

Create UzerlD | Create Date s

~=locument State

Brovuse Clear

1D Function | Version Document Description Create User ID | Create Date

PO 758 LMIT 0E00000040 L= 1 Draft asdfsad t=napp 03M 72006

P 758 UMIT 0500000042 I 1 Histarical (Final) test TC tsnapp 032002006
PO 758 UMIT 000000042 tadification 2 Final test TC t=napp 03i20/2006

P 755 UMIT 0800000044 RIS 1 Draft stuff mzhawy 0302002006
P 7oa URIT 0500000045 [ 1 Histarical (Final)  test inwoice with mod in progress tsnapp 032002006
PC 758 LRIT 0800000045 Modification 2 Final test invoice with mod in progress  tsnapp 0352002006

v PO 7a8 LRIT 0500000052 R 1 Final Canoes and Paddle Bosts mshamy 03r29/2006
PO 758 LRMIT  WWORKEL Ci e 1 Final Building Services davweasy 03062006

First Prav Mext Last
| Lifecycle Inguine
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Select a Row in the Results Grid and click Lifecycle Inquiry.

Lifecycle Inquiry

hlenu
¥k Pack Clear
—whocument Search

Document Code ;|

Diocument Department

Document 1D |

r PDocument Filter

Results for Search Document: PO - 753- 0600000022

Document ID Function | Wersion | Document Degcription | Create User ID | Acceptance Date

~ POFSE0E00000022 1 Mew 1 Building Services mahiEs 030202008
RS 755 060000001531  hlew 1 Building Services mishizm 03022006

I, 755, 060000001 7 1 ey 1 Inwoice for doc mshiar 0502052006

PR 755 0600000007 1 RMew 1 jiones: 03022006
AD TSE ADOOOOO20T 1 PMew 1 jdearbarn 030272006

First Prewv Mext Last
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Exercise 7 — Perform a Lifecycle Inquiry (LINQ)

Scenario
You need to find out the status of a Purchase Order and see what other documents have referenced it.

Task Overview
You will access the Lifecycle Document Search page to find the Purchase .

Procedures

1. Access your Procurement Workspace. Click the Quick Links section and click Lifecycle
Document Inquiry (LEFDOCSCH). The Inquiry will open.

Lifecycle Document Search

Meny

sk
- wDocument ldentifier

Doc Cade : Dac Unit:
Doc Dept. Coc D |

 "Document Description

Dacument Description :|

- wUser Information

Create User D : | Create Date il

ohocument State

Browwse Clear

Dept. | Unit | ID | Function | Version | Phase | Document Description | Create User ID | Create Date

First Frev Mext Last
Lifecycle Inguing

Required Fields Values
Document Code PO

Doc Dept 758
Document ID 0600000012

2. Click Browse to see all the documents that match your search parameters.
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Lifecycle Document Search

Menu

Fh
*hocument ldentifier

Doc Code : [P0 Dac Unit :
Dac Dept. - [758 DoclD: |

~wDocument Description

Document Descriptian ; |

~wUser Information

Create User 1D : | Create Date |

rwDocument State

Bromse Clear

1) Function | Version | Phase | Document Description | Create User ID | Create Date
v PO 758 LMIT 0500000006  Mew

1 Draft t=rapp 024 62006
PC 7o UMIT 000000007  Mesw 1 Final po test bamaontfort 0252042006
PG 758 UMIT 000000008 Mew 1 Final Script 3da tenapp 025212006
PO 758 UMIT OB00000016  Mesw 1 Draft ELECTROMIC FEMCING tsnapp 021242006
PC 7o UMIT 000000017  Mew 1 Final Testing 1-2-3 mzhany 022712006
PC 758 UMIT 0600000018 Mew 1 Draft wigits bamaritfort 02/28/2006
PO 758 UMIT OB00000019  Mew 1 Draft testt 03101 2006
. T MIT OE00000022 Rew 1 Final Building Services mshary 030202006

First Prev Mext Last
Lifecycle Inquing

3. Select the row of the document you are searching for and click the Lifecycle Inquiry. The
Lifecycle Inquiry opens populated with the document’s information.
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Lifecycle Inquiry

Menu

Sk Pack Clear
whocument Search

Document Code IF'O
Document Department I?’EB

Docurment 1D |DEEIEIEIEIEIEI22

r bDocument Filter ]

Document ID | Function | Wersion | Document Description | Create User ID | Acceptance Date

First Praw Mewxt Last
Forward Backward Download To Excel

4. Click Forward to view all documents that reference the Source document.

Lifecycle Inquiry

Menu
#8  Bak Clear
~whocument Search

DucumentCnde:l

Document Department : I

Diocurment (D |

r BDocument Filter 1

Results for Search Document: PO - T53- 0600000022

Document 1D Function | Version | Document Description | Create User ID | Acceptance Date

~  POTSS 0600000022 1 Mew 1 Building Zervices mahany 030272006
RC P58 06000000131 Mesws 1 Building Services mahan 03022006
IM, 758 06800000017 1 Mews 1 Invoice for doc mahia 03022006

First Prev Mext Last

5. Select a row in the results grid and click Backward to view all documents that are referenced by the
selected document.
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Matching Status (MATA)

The Matching Status Inquiry (MATA) is used to track all invoicing, receiving, and payment activity that
has occurred against award transactions (PO, PO2, CT, CT2, CTT1, CTT2, DO, and DO2). Users can
search for the award and see summary matching information and also drill down to see matching
activity at the Commodity line level.

Matching Status

Menu Quick Search

Copy  Search  First Prev Nest Lagt & B

Doc Code IF'O Wendor Line |1
Do Dept: [758 vendor : [COOOD100006

Doc D : IDEDDDDDDD? wendor Mame : IF'A Test 1

Auward Title I Requestor Mame : Ibamontfort

#ward Date : [02/28/2008

v 1 00570 1000000 $5000 $000 $000 $50000 Order - Receipt - Invoice I 0.00000 goon [ r 0.

Dwermide Copy First Prev Mest Last
Matching Status for only Selected Award Ling

Invoice IN Vend

Generate Zero
dollar document

Document Line No
~ M 758 0600000007 1 1 300000 5000  $0.00 $000  F1S0.00 Parial true 00000 F000 false

Copy First Frev Mext Last
Receiver Document | RC Vend Line No | RC Line Oty SC Amt | PF Indicator

v RC TS5 0600000007 1 1 300000 F0.00  Partial
Copy First Prev Hext Last

Payment Request PR Vend PR Comm i PIF

Document Line Line i Indicator
~  PRM 758 0600000005 1 1 3.00000 Fa0.00 $0.00 §0.00 $150.00  Partial 02/28/2006

Copy First Prev Mest Last
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Exercise 8 — Perform a Matching Status Inquiry (MATA)

Scenario

You need to find the payment status of the Purchase Order you created in Exercise 3.

Task Overview

You will access the MATA Inquiry from your Procurement Workspace and search for the Purchase
Order that you created in the previous exercise.

Procedures

1. Access your Procurement Workspace. Click the Quick Links section and click Matching Status
(MATA). The MATA Inquiry will open.

Matching Status

Menu Quick Search

Copy | Search | @lm HefLast €8

Doc CDde:IF'O VendorLine:I']
Doc Dept |?58 Wendar: |VCDDDD1DEIDDE

Doc 1D |DBDDDDDDD? vendor Marme |F'A Test 1

Avard Title | Requestor Name : |barnontfort

Award Date IDEQBQDDE

Partial | Matched | Maiched | Hold | Create PRC

IAKIENEVRE Receipts Document

¥ 1 00570 1000000 FS000 F0.00 F0.00 FS0000 Order - Receipt - Invoice ird 0.00000 oo I r 0.

Override Copy First Frew Next Last
Matching Status for only Selected Awward Line

Invoice i Generate Zero

Document { { i Indicator dollar document
v I 755 0600000007 1 1 300000  $5000  $0.00 $0.00 F15000  Partial true 3.00000 $0.00 falze

Copy First Prev Mest Last
Receiver Document | RC Vend Line No | RC Line Oty SC Amt | PFF Indicator

~ RC S8 000000007 1 1 3.00000 $O.00 Partial
Copy First Prew Mest Last
Payment Request PR '!l'ern:l PR C_omm Pd Qty ul_'lit Pd SC Tax Total Pd I_’.rF Payment
Document Line Line Price Amt Amt. Indicator Date
~  PREM 755 0600000005 1 1 3.00000 Fa0.00 FO00 F0.00 F130.00  Partial 27252006

Copy First Frev Mext Last
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2. Click Search.

2} Search - Microsoft Internet ... |Z||E|r>__(|

poc Code : ||=
Doc Dept : |—

Doc ID :
Vendor : I
ok Clear Cancel

Required Fields Values

Document Code PO

Doc Dept 758

Document ID 0600000012

Vendor Leave Blank

3. Click OK.
4. Inspect the results on the MATA Inquiry.

Matching Status

Menu Quick Search

Copy  Search  First Prev Net Last @B

Daoc Code:IPO VendorLine:|1
Do Dept : [758 Wendor: [VCODOD100016

Doc D - [0B00000022 Wendor Mame [N TEST 1

Pueard Title:l RequestorName:lmshaw

Fueard Date IDSIDQIEDDE

Matched | Matched | Hold | Create

Match Type

- 1 80822 000000 F000 5402500 $000 $402500 Order - Receipt - Invoice v 000000 $402500 [ r
Override Copy First Prew Mext Last
hdatching Status for only Selected Award Line
Invoice IN Vend Total Inv PIF Generate Zero

Document Line No Amt Indicator dollar document
~ M 755 0600000017 1 1 000000 §0.00 §402500 $0.00  $4,02500 Final true 0.00000 F0.00 falze
Copy First Prew Mext Last
Receiver Document | RC Vend Line No | RC Line Oty SC Amt | PF Indicator

~ R 758 0600000013 1 1 000000 $4,02500 Finsl
Copy First Prew Mext Last
Payment Request PR Vend

Document Line PR Comm Line | Pd Qty | Unit Price | Pd SC Amt | Tax | Total Pd Amt | P/F Indicator | Payment Date

Copy First Prew Mext Last
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11 — Session Review
Summary Review

We have utilized the URCATS and URSRCHMA inquiries as tools to generate documents that
reference a Master Agreement. We created and processed a standalone purchase order which can be
used for small purchase and special authority documents. For larger requirements the RQS should be
processed to define the requirements for OPS/DECA processing. Finally, we learned how to add a
Vendor by processing a VCC document.

Review Questions

Review Questions

A | A Requisition (RQS) document should be processed for requirements that exceed your Department’s
delegated authority. True or False

B | What is the page code for the inquiry that allows you to search all Catalogs?

C | A Delivery Order (DO) will be automatically generated when the UR is submitted for lines referencing a
Commodity Class Group. True or False

D | APO2 requires a Receiver (RC) to be processed in order for the Payment to be generated. True or False
You should generate your own Vendor Code when generating a VCC document. True or False

F | The PE document allows you to record free form comments about a Vendors Performance. True or False
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